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Office  of  the  Mryoe 
San  Francisco 


Dear  San  Francisco  Employee: 


Welcome  to  your  new  position  with  the  City  and  County  of  San 
Francisco.  I am  sure  that  you  will  find  working  for  the  people  of 
San  Francisco  a challenging  and  rewarding  experience. 


San  Francisco  is  a unique  and  beautiful  city  and  your  work  can 
help  to  make  it  an  even  better  place  for  all  who  live  and  work  in 
our  community.  Our  city  employees  have  a long  and  proud 
tradition  of  dedication  and  commitment  to  public  service,  and  I 
am  pleased  to  welcome  you  into  our  family  of  public  employees. 


Providing  the  best  and  most  efficient  service  to  the  people  of  San 
Francisco  is  the  goal  of  all  of  City  Government.  You  will  Find 
many  willing  hands  to  assist  you  in  carrying  out  your  duties.  We 
are  all  dedicated  to  serving  San  Franciscans  with  the  best  we  can 
give  and  the  city  government  is  committed  to  providing  you  with 
a working  environment  which  is  appropriate  to  meeting  your 
responsibilities. 

Again  welcome  to  your  new  position  with  the  City  and  County 
of  San  Francisco.  Please  accept  my  best  wishes  for  a long  and 
successful  tenure  with  city  government 


Sincerely, 


:rv  c ITY  H All . SAN  FRANCISCO.  CALIFORNIA  HI 01 
Hit!  MI4I4I 
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Greetings  from  the  General  Manager,  Personnel 


Congratulations  and  welcome  to  the  City  and  County  of  San 
Francisco.  I am  sure  I can  speak  for  your  department  in  ex- 
pressing the  hope  that  you  have  a long  and  successful  career 
with  the  City  and  County  of  San  Francisco. 

This  booklet  is  intended  as  an  easy  reference,  and  as  such, 
outlines  some  of  the  basic  personnel  policies,  rules  and  proce- 
dures, and  summarizes  some  of  the  services  and  benefits  pro- 
vided to  City  employees.  Your  department’s  personnel  repre- 
sentative will  be  able  to  help  you  in  case  you  need  more  detailed 
explanations  or  information. 

Not  every  policy,  rule,  or  procedure  relating  to  personnel  prac- 
tices is  included;  and  in  cases  of  discrepancies  or  omissions,  the 
current  official  ordinance,  regulation,  Civil  Service  Commission 
Rule  or  your  department’s  policy  governs. 

On  behalf  of  the  Civil  Service  Commission  and  the  staff  of  the 
Personnel  Department:  Welcome  and  best  wishes  for  success! 
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Introduction 


Your  Employee  Handbook  outlines  some  of  the  basic  personnel 
policies,  rules  and  procedures  of  the  City.  It  also  summarizes 
some  of  the  services  and  benefits  the  City  provides  for  its 
employees.  Every  attempt  has  been  made  to  insure  that  the 
information  contained  in  the  Employee  Handbook  is  accurate. 
But  personnel  rules,  policies,  procedures,  services  and  benefits 
may  change  after  this  booklet  has  been  published.  If  there  is  a 
discrepancy,  the  most  current  personnel  rule,  policy,  procedure, 
service  or  benefit  applies. 

The  handbook  is  not  intended  as  an  employment  contract  be- 
tween the  City  and  County  and  its  employees  and  does  not 
create  property  or  other  rights  in  employment.  Such  rights  are 
governed  by  various  labor  agreements,  applicable  Charter 
provisions,  City  ordinances,  and  Civil  Service  Commission 
Rules. 
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Affirmative  Action! Equal  Employment  Opportunity 


The  City  and  County  of  San  Francisco  is  committed  to  equal 
employment  opportunity  and  a program  of  affirmative  action. 

This  means  that  it  is  the  policy  of  the  City  and  County  of  San 
Francisco  to  afford  equal  opportunity  in  all  aspects  of  employ- 
ment to  all  persons  without  discrimination  on  the  basis  of  race, 
religion,  sex,  national  origin,  ethnicity,  age,  physical  handicap, 
political  affiliation,  sexual  orientation,  color,  marital  status, 
medical  condition  (cancer-related),  or  the  conditions  Acquired 
Immune  Deficiency  Syndrome  (AIDS)  and  AIDS  Related 
Complex  (ARC). 

The  City  and  County  of  San  Francisco  is  also  committed  to  a 
strong  Affirmative  Action  Program,  to  remove  barriers  that  have 
operated  in  the  past  to  preclude  employment  opportunities  to 
certain  groups  who  have  experienced  discriminatory  practices, 
and  to  increase  the  utilization  of  the  skills  and  talents  of  minori- 
ties and  women. 


Respect  for  all  Persons 


It  is  our  policy  to  treat  all  persons  respectfully.  For  that  reason, 
the  City  prohibits  any  of  its  employees  and  officials  from  using 
slurs  against  any  person  on  the  basis  of  race,  color,  sex,  national 
origin,  ancestry,  age,  sexual  orientation,  or  disability.  The  City 
also  prohibits  its  employees  and  officials  from  sexually  harass- 
ing others.  Evidence  of  usage  of  such  slurs  shall  be  entered  in 
job  performance  evaluations  and  shall  be  considered  in  evaluat- 
ing the  fitness  of  City  employees. 


Policy  Prohibiting  Sexual  Harassment 


Sexual  harassment  of  City  employees  is  prohibited  by  the  San 
Francisco  Administrative  Code.  Sexual  harassment  is  unwanted 
and  unsolicited  sexual  overtures  and  advances. 
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Sexual  harassment  occurs  when  this  behavior  unreasonably 
interferes  with  work  performance,  creates  an  intimidating, 
hostile  or  offensive  working  environment,  influences  or  affects 
the  career,  salary,  working  conditions,  job,  or  other  aspects  of 
career  development  of  an  employee  or  prospective  employee,  or 
is  an  explicit  or  implicit  term  of  condition  of  employment. 

These  are  some  examples  of  sexual  harassment: 

1.  verbal  harassment,  e.g.,  epithets,  derogatory  com- 
ments or  slurs; 

2.  physical  harassment,  e.g.,  assault,  impeding  or  block- 
ing movement,  gestures,  or  any  physical  interference 
with  normal  work  or  movements; 

3.  visual  forms  of  harassment,  e.g.,  derogatory  posters, 
letters,  poems,  graffiti,  cartoons  or  drawings;  or 

4.  requests  for  sexual  favors  or  unwanted  sexual  ad- 
vances. 

If  you  feel  you  are  being  sexually  harassed,  you  should  inform 
your  supervisor  or  other  responsible  official  immediately. 
Supervisory  employees  are  required  to  take  corrective  action  if 
employees  are  being  subjected  to  sexual  harassment. 

The  Civil  Service  Commission’s  Discrimination  Complaint 
Procedure  is  available  to  review  and  resolve  allegations  of 
sexual  harassment.  City  officials  or  employees  who  are  found 
to  engage  in  sexual  harassment  are  subject  to  disciplinary  action. 


Civil  Service  Commission 

Equal  Employment  Opportunity  Unit 


The  Civil  Service  Commission  Equal  Employment  Opportunity 
(EEO)  Unit  works  to  increase  representation  of  minorities, 
women,  disabled  individuals  within  the  City  and  County  of  San 
Francisco  Service,  monitors  Affirmative  Action  Plans  in  City 
departments,  conducts  outreach  recruitment  efforts  in  targeted 
communities  in  the  Bay  Area,  and  investigates  complaints  of 
employment  discrimination. 
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If  you  feel  that  your  rights  have  been  violated,  you  may  call  the 
Civil  Service  Commission  Equal  Employment  Opportunity  Unit 
for  information  and  assistance  at  554-4735  or  554-4600  (TDD) 
if  you  have  a hearing  impairment. 


Policy  on  Language  Diversity 


The  Civil  Service  Commission  recognizes  that  the  cultural  and 
racial  composition  of  San  Francisco  and  its  workforce  is  rapidly 
changing.  Therefore,  it  has  established  a policy  which  states 
that,  with  few  exceptions,  an  employee’s  use  of  a language  other 
than  English  in  the  workplace  is  a legally  protected  right. 

A rule  which  requires  employees  to  speak  only  English  at  all 
times  may  result  in  unlawful  discrimination.  A department  may 
only  have  a rule  requiring  that  employees  speak  only  English  at 
certain  times  if  the  department  can  show  that  the  rule  is  justified 
by  business  necessity,  the  department  notifies  employees  of  the 
rule  and  of  the  circumstances  when  speaking  only  English  is 
required,  and  the  department  notifies  employees  of  the  conse- 
quences of  violating  the  rule. 


Reasonable  Accommodations  for  Employees  with  Disabilities 


The  City  and  County  of  San  Francisco  is  committed  to  making 
reasonable  accommodation  to  the  known  disability  of  an  other- 
wise qualified  individual  unless  the  accommodation  would 
impose  an  undue  hardship  on  the  employer. 

If  you  are  an  individual  with  a disability  and  you  need  an  ac- 
commodation in  order  to  perform  your  job,  it  is  your  responsi- 
bility to  notify  your  supervisor  and  to  discuss  the  necessary 
accommodation.  Disability  is  defined  as  a physical  or  mental 
impairment  that  substantially  limits  one  or  more  of  the  major 
life  functions  of  an  individual;  a record  of  such  an  impairment; 
or  the  perception  that  one  has  such  an  impairment. 
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Personnel  A dm  i n i s tra  ti  on 


Classification 


Positions  in  the  City  and  County  have  been  classified  by  the 
Civil  Service  Commission  according  to  their  duties  and  respon- 
sibilities. Positions  which  are  about  the  same  in  the  type  of 
work  performed  and  in  level  of  difficulty  and  responsibility  are 
placed  in  the  same  class  so  that  they  will  be  treated  alike  for 
recruitment,  examination,  transfer,  and  pay. 

The  Civil  Service  Commission  assigns  positions  to  classifica- 
tions. Each  classification  has  a class  number  and  descriptive 
title,  as  well  as  a list  of  typical  duties  and  responsibilities. 

You  can  obtain  detailed  information  about  classification  matters 
from  your  personnel  office  or  the  Civil  Service  Commission 
Classification  Unit. 


Examinations 


The  Civil  Service  Examination  Program  is  an  essential  element 
in  guaranteeing  high  standards  for  employment.  Anyone  gain- 
ing employment  through  this  process  has  the  satisfaction  of 
knowing  that  the  appointment  was  based  on  demonstrated 
ability  in  a competitive  procedure  which  was  applied  equally  to 
all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a 
study  of  the  duties  of  the  job.  The  examination  may  consist  of 
an  interview  and/or  a written,  performance,  agility,  or  other  job- 
related  selection  device.  The  Examination  Announcement 
identifies  the  test(s)  being  used.  All  tests  are  intended  to  rank 
candidates  in  the  order  of  their  relative  qualifications  for  the  job. 

Examinations  are  given  on  an  Entrance  (Open),  Promotional,  or 
combination  Entrance  and  Promotional  basis. 
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Entrance  (Open)  Examinations  - All  candidates  compete  on  the 
same  basis  for  certain  positions. 

Promotional  Examinations  - Only  certain  employees  of  the  City 
and  County  are  eligible  to  compete  in  these  examinations.  Most 
promotive  examinations  are  given  for  positions  in  the  Police  and 
Fire  Departments.  The  examination  announcement  will  specify 
if  that  examination  is  being  given  on  a promotional  only  basis. 

Combined  Entrance  and  Promotional  Examinations  - All  suc- 
cessful candidates  are  normally  ranked  on  one  list  of  eligibles. 
Consideration  (in  the  form  of  additional  points  on  an  examina- 
tion) is  given  to  permanent  employees  of  the  City  and  County 
based  upon  an  evaluation  of  their  work  performance  and  length 
of  service  with  the  City. 

A qualifying  employee  is  awarded  additional  points  (usually  a 
maximum  of  60  points  above  the  candidate’s  score)  after  he  or 
she  has  attained  the  passing  mark  on  the  examination.  If  you  are 
taking  an  examination,  review  the  examination  announcement  to 
see  if  you  qualify  for  additional  service  points. 

The  following  information  sheets  are  available  at  the  Examina- 
tion Unit  (44  Gough  Street): 

Clerical  Examinations  Information 
Policy  on  Accredited  Colleges  and  Universities 
List  of  Accredited  Foreign  Colleges  and  Universities 
Applicant  Information  Regarding  Veterans  Preference 
Arrest  and  Conviction  Policy 
High  School  Diploma  Substitution  Policy 
List  of  Acceptable  Documents  to  Prove  Identity  and  Authoriza- 
tion to  Work  in  the  United  States 

The  City  and  County  has  over  1600  different  job  classifications. 
Each  classification  is  tested  separately.  When  a classification 
opens  for  filing  of  applications,  a job  announcement  is  issued 
which  indicates  the  minimum  requirements  (usually  work 
experience,  training  and/or  education)  you  must  have  in  order  to 
apply  for  the  job,  and  also  indicates  the  dates  during  which  you 
may  file  an  application. 
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The  only  time  you  may  file  (submit)  an  application  for  a job  is 
when  it  is  open  for  filing  of  applications.  Filing  periods  vary,  so 
it  is  important  that  you  read  the  job  announcement  carefully. 

Job  announcement  bulletin  boards  are  located  outside  Room  151 
in  City  Hall  and  at  44  Gough  Street. 

The  EXAM  HOTLINE  (telephone  number  557-4889)  is  a 24- 
hour  recorded  message  that  lists  all  classes  for  which  applica- 
tions will  be  accepted.  Since  job  announcements  are  usually 
posted  on  Friday  mornings,  we  update  the  recording  every 
Thursday  at  5:00  p.m.  and  Friday  at  4:00  p.m.  If  you  call  after 
5:00  p.m.  on  Thursdays,  you  will  know  which  classifications 
will  be  opening  for  applications  on  Friday.  If  you  have  any 
questions  concerning  the  examination  process  and  you  have  a 
hearing  impairment  or  are  deaf,  you  may  call  775-9484  (TDD). 
If  you  are  interested  in  a particular  examination,  you  may  file  a 
“courtesy  card”  at  44  Gough  Street.  When  the  classification 
opens  for  filing  of  applications,  this  card  will  be  mailed  to  you. 
Cards  are  kept  on  file  for  one  (1)  year  only. 

Disabled  applicants  are  asked  to  contact  the  Examination  Divi- 
sion at  the  telephone  number  listed  on  the  job  announcement  if 
they  have  special  needs  for  taking  an  examination. 


Salary  Administration 


Most  classes  of  positions  are  set  in  a salary  range  established  by 
the  Board  of  Supervisors  in  the  Salary  Standardization  Ordi- 
nance. When  you  are  first  employed,  your  salary  is  normally  set 
at  the  first  step  of  the  range.  Upon  completion  of  the  required 
service  (usually  six  months),  permanent  employees  will  be 
advanced  to  the  second  step.  Your  departmental  personnel 
office  can  explain  your  increment  schedule  to  you.  Increments 
will  be  withheld  if  you  are  off  without  pay  for  more  than  1/6  of 
required  service. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year 
and  adjustments  are  made  in  accordance  with  prevailing  rates  in 
private  industry  and  public  agencies  in  the  Bay  Area.  Final 
authority  to  grant  salary  and  fringe  adjustments  rests  with  the 
Board  of  Supervisors. 
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Salaries  of  Registered  Nurses,  uniformed  Police  and  Fire  em- 
ployees and  Municipal  Railway  Operators  are  set  separately 
according  to  Charter  requirements.  Salaries  of  Municipal  and 
Superior  Court  employees  are  set  in  accordance  with  State  Law. 


Appointments  and  Employment  Status 


Appointments 


Permanent  - Eligibles  who  are  appointed  to  permanent  positions 
which  have  been  established  in  the  budget  are  serving  under 
permanent  appointment.  Permanent  appointees  who  complete 
the  probationary  period  and  the  required  service  earn  sick  pay, 
vacation,  and  salary  increments. 


- Some  positions  are  funded  for 
temporary  periods  only  (vacation,  relief,  special  projects,  etc.) 
and  may  be  filled  by  temporary  appointment  from  eligible  lists. 
Provisional  (Non-Civil  Service  and  Limited  Tenure)  appoint- 
ments are  sometimes  made  when  qualified  eligibles  are  not 
available.  People  who  have  provisional  appointments  are  not 
granted  any  credit  or  preference  when  competing  in  the  exami- 
nation for  permanent  appointment.  Temporary  or  provisional 
employees  who  complete  the  required  service  earn  vacation  and 
sick  pay  benefits  but  do  not  earn  increment.  As-needed  employ- 
ees (emergency  or  relief  workers)  do  not  earn  vacation  or  sick 
pay  benefits. 


General  information  regarding  appointments,  including  informa- 
tion about  eligible  lists,  waivers,  withdrawal  of  waivers,  rein- 
statement and  the  certification  process,  may  be  obtained  in  the 
Civil  Service  Personnel  Department,  Certification  Unit,  Room 
52E,  City  Hall,  554-4352. 


Medical  Examination 


You  may  be  required  to  pass  a medical  examination  as  a condi- 
tion of  employment. 
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If  you  do  not  pass  the  medical  examination,  you  will  be  rejected 
for  employment  and  this  rejection  applies  to  any  other  eligible 
list  on  which  you  may  be  placed.  However,  in  cases  where  the 
medical  condition  may  be  corrected  within  a reasonable  time, 
conditional  appointments  may  be  made. 

Medical  examinations  are  conducted  by  the  Center  for  Munici- 
pal Occupational  Safety  and  Health  (CMOSH)  located  in  Build- 
ing 9 at  San  Francisco  General  Hospital  at  the  comer  of  Potrero 
Avenue  and  23rd  Street.  For  more  information,  contact  the 
Certification  Unit  of  the  Civil  Service  Commission,  Room  52E, 
City  Hall,  554-4352. 


Fingerprinting 


Fingerprinting  is  required  of  most  new  appointees.  The  Civil 
Service  Commission  will  not  authorize  your  appointment  if  you 
fail  to  comply.  Records  of  the  California  Department  of  Justice 
will  be  searched  and  conviction  records,  if  any,  obtained.  Con- 
victions will  be  carefully  reviewed  by  the  Civil  Service  Com- 
mission staff.  A conviction  does  not  necessarily  bar  someone 
from  employment;  each  case  is  given  individual  consideration 
based  on  the  job-relatedness  of  the  offense. 


Probationary ; Period 


All  appointments  to  a permanent  Civil  Service  position  require 
that  you  serve  either  a six  (6),  nine  (9),  or  twelve  (12)  month 
probationary  period.  During  the  probationary  period,  your  work 
performance  is  evaluated  in  a series  of  conferences  with  your 
supervisor.  Prior  to  the  expiration  of  the  probationary  period, 
your  department  head  may  recommend  permanent  appointment. 
In  some  instances,  a probationary  period  may  be  extended 
depending  on  certain  types  of  absences. 

Your  supervisor  will  explain  the  length  of  the  probationary 
period  and  possible  extension  to  you.  Probationary  periods  may 
also  be  shortened  by  crediting  prior  permanent  appointment  in 
the  same  class. 

If  your  probationary  period  is  terminated,  the  matter  will  be 
reviewed  by  the  Civil  Service  Commission. 
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T ransfersl Reassignments 


Upon  successful  completion  of  the  probationary  period,  perma- 
nent appointees  may  transfer  from  one  department  to  another  in 
the  same  class.  A properly  completed  transfer  form  approved 
by  the  appointing  officer  in  the  new  department  must  be  filed  in 
the  new  department  and  with  the  Civil  Service  Commission. 

The  current  department  may  require  three  (3)  weeks  notice  prior 
to  your  acceptance  of  a transfer.  A separate  transfer  form  must 
be  submitted  for  each  department  requested  and  you  must  serve 
a new  probationary  period  in  the  department  to  which  you  have 
transferred.  Information  regarding  transfers  may  be  obtained  in 
the  Civil  Service  Certification  Unit,  Room  52E,  City  Hall,  554- 
4352. 

A reassignment  within  the  department  does  not  require  Civil 
Service  approval.  You  may  request  reassignment  or  the  depart- 
ment may  reassign  you.  You  should  contact  your  departmental 
personnel  representative  for  more  information. 


Disability  Transfer 


A civil  service  employee,  except  a uniformed  member  of  the 
Police  or  Fire  Department,  who  has  three  years  of  permanent 
service  and  who  becomes  incapable  of  performing  his  or  her  job 
duties,  may  apply  for  a disability  transfer.  Transfers  can  be 
made  to  any  class  which  is  within  the  employee’s  capacity  to 
perform  provided  that  the  job  is  paid  at  the  same  or  a lower 
compensation  schedule. 

You  should  contact  your  departmental  personnel  representative 
for  information  regarding  the  disability  transfer  process. 


Layoff 


Occasionally,  lack  of  work,  lack  of  funds,  retrenchment,  or 
displacement  by  an  eligible  from  an  eligible  list  may  require  the 
layoff  of  employees.  Generally,  layoffs  occur  by  job  classifica- 
tion in  a department  by  employee  status  in  inverse  order  of 
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seniority.  If  you  are  faced  with  the  possibility  of  being  laid  off, 
you  should  contact  your  personnel  department.  An  informa- 
tional pamphlet  regarding  layoffs  is  available  from  your  person- 
nel department  or  the  Civil  Service  Certification  Unit,  Room 
52E,  City  Hall. 


Resignation! Re-Employment  ( Reappointment ) 


If  you  intend  to  resign,  give  your  department  notice  at  least  two 
(2)  weeks  in  advance  so  that  arrangements  can  be  made  to 
replace  you.  Resignation  forms  may  be  obtained  from  your 
department’s  personnel  office. 

Limited  re-employment  privileges  are  extended  to  permanent 
employees  who  who  have  completed  their  probationary  period 
and  who  have  resigned  with  satisfactory  services.  Before 
resigning,  you  are  requested  to  contact  your  department’s 
personnel  office  or  the  Civil  Service  Certification  Unit,  Room 
52E,  City  Hall,  554-4352,  for  information  on  re-employment. 


Change  of  Address/Change  of  Name 


If  you  change  your  address  and/or  your  name,  you  are  to  notify 
your  department’s  personnel  and  payroll  office  immediately. 

If  you  are  an  eligible  on  a Civil  Service  list,  you  must  also 
notify  the  Civil  Service  Commission  Certification  Unit,  Room 
52E,  City  Hall,  on  the  appropriate  form.  If  you  have  a current 
application  for  examination  on  file,  please  submit  the  appropri- 
ate form  to  the  Examination  Unit  at  44  Gough  Street,  San 
Francisco,  CA  94103.  Failure  to  do  so  may  result  in  your 
missing  important  information. 

It  is  also  required  that  you  complete  and  sign  a new  withholding 
tax  form  (Form  W-4)  when  you  change  your  name. 
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Work  Week , Compensation,  and  Benefits 


The  Work  Week 


Regular  and  prompt  attendance  is  an  important  requirement  of 
your  job.  When  compelling  personal  reasons  require  your 
absence  from  work,  you  must  request  permission  of  your  super- 
visor in  advance.  If  illness  or  some  other  emergency  causes  an 
unplanned  absence,  you  must  notify  your  department  as  soon  as 
possible  on  the  first  day  of  absence  and  keep  the  department 
advised  daily  during  the  absence.  Unauthorized  absence  or 
failure  to  notify  your  department  when  you  are  unable  to  report 
to  work  can  result  in  disciplinary  action  or  termination. 


Working  Hours 


The  normal  work  week  is  40  hours  consisting  of  five  (5)  con- 
secutive 8-hour  days.  Most  departments  serve  the  public  five 
(5)  days  a week  from  8:00  a.m.  to  5:00  p.m. 

Some  departments  are  required  to  provide  services  twenty-four 
(24)  hours  a day  and  seven  (7)  days  a week.  As  a result,  there  is 
a considerable  variation  in  working  days  and  hours  depending 
upon  individual  assignments.  Your  supervisor  will  advise  you 
of  your  schedule  and  of  your  eligibility  for  night  duty  differen- 
tial pay. 

All  employees  are  expected  to  observe  the  assigned  working 
hours  and  to  remain  on  the  job  except  when  absent  on  official 
departmental  business.  If  a personal  emergency  should  make  it 
necessary  for  you  to  leave  before  the  end  of  the  working  day, 
ask  your  immediate  supervisor  for  permission  to  be  absent. 


Paydays 


City  employees  are  paid  bi-weekly,  every  other  Tuesday. 
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Overtime! Holiday  Pay 


If  you  are  required  by  your  department  head  to  work  overtime 
because  of  an  emergency,  please  contact  your  department’s 
personnel  office  for  information  on  your  eligibility  for  overtime 
pay  or  compensatory  time  off. 

Employees  required  to  work  on  holidays  should  contact  their 
departmental  personnel  offices  for  information  on  rates  of  pay, 
in-lieu  days  or  compensatory  time  off. 


Payroll  Deductions 


The  following  deductions  are  mandatory  for  all  employees  who 
are  members  of  the  San  Francisco  City  Employees’  Retirement 
System: 


1.  Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance  (SDI)  will  be  taken 
for  those  employees  in  classes  eligible  for  State  Disability 
Insurance  benefits.  For  more  information,  see  your  personnel 
office. 

At  the  present  time,  temporary  employees  have  Federal  and 
State  withholding  taxes  and  Medicare  deducted  and,  in  some 
cases,  health  insurance  coverage. 

For  the  following  voluntary  deductions,  you  must  sign  an 
authorization  form  which  is  obtained  from  your  department’s 
personnel  office: 

1.  Increased  withholding  taxes 

2.  Increased  retirement  deductions 

3.  Employee  organizations  and  union  dues 

4.  Approved  dental  and  other  benefits  plans 

5.  United  States  Savings  Bonds 

6.  Credit  Union 


14 


City  and  County  of  San  Francisco 


Employee  Handbook 


7.  United  Way 

8.  Environmental  Federation  of  California 

9.  Combined  Health  Appeal  of  California 

10.  The  Progressive  Way 

11.  Bay  Area  Black  United  Fund 

12.  International  Service  Agency 

13.  Deferred  Compensation 


Retirement 


The  City  and  County  of  San  Francisco  through  its  Retirement 
System  provides  retirement  plan  benefits  to  all  eligible  employ- 
ees. 

Police  and  Fire  Department  employees  are  covered  under 
separate  provisions  of  the  Employee’  Retirement  System. 
Materials  describing  these  plans  may  be  obtained  at  the  Retire- 
ment System  offices  located  at: 

1 155  Market  Street,  Suite  200 
San  Francisco,  California  94103 
Member  Services  Division  554-1550 

The  Miscellaneous  Plan  provides  the  following  to  its  members: 

1 . Retirement  deductions  can  be  paid  at  the  full  rate 
(7.5%  or  8%  of  covered  salary)  or  at  a reduced  rate 
(approximately  1.3%  or  1/8%). 

2.  Retirement  deductions  can  be  fully  or  partially  tax- 
deferred.  You  must  make  a one-time  choice.  The 
Member  Services  Unit  of  the  Retirement  System  (554- 
1550)  will  provide  information  on  this  matter. 

3.  Deductions  of  7.5%  of  covered  salary  (no  deductions 
are  made  on  any  overtime  earned)  for  employees 
entering  or  re-entering  City  service  on  or  after  No- 
vember 2,  1976;  8.0%  of  covered  salary  (overtime 
earnings  included)  for  employees  entering  or  reenter- 
ing City  service  prior  to  November  2,  1976. 
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4.  Service  Retirement: 

A.  Eligibility: 

Any  member  who  completes  20  years  of  service 
and  is  at  least  50  years  of  age,  or 

Any  member  who  completes  10  years  of  service 
and  is  at  least  60  years  of  age. 

B.  Retirement  Allowance: 

1)  If  a member  on  or  after  November  2, 1976  - 

Retirees  receive  a minimum  of  1%  of  “final 
compensation’’  for  each  year  of  service  at 
age  50  to  a maximum  of  1.6667%  of  final 
compensation  at  age  60.  Final  compensa- 
tion means  the  average  monthly  salary 
earned  during  the  three  consecutive  years  of 
service  in  which  his  or  her  average  compen- 
sation is  the  highest. 

2)  If  a member  prior  to  November  2. 1976  - 
Retirees  receive  a minimum  of  1%  of  “final 
compensation’’  for  each  year  of  service  at 
age  50  to  a maximum  of  2%  of  final  com- 
pensation for  each  year  of  service  at  age  60 
or  older.  Final  compensation  means  the 
average  monthly  salary  earned  during  the 
year  of  credited  service  in  which  his  or  her 
average  earned  compensation  is  highest. 

The  shortage  in  a member’s  account  due  to 
his  or  her  election  to  pay  retirement  contri- 
butions at  the  reduced  rate  will  affect  the 
member’s  pension  amount  unless  the  short- 
age is  paid  off  before  retirement. 

3)  Disability  Retirement:  A minimum  of  10 
years  of  service  is  required  for  eligibility. 
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4)  Death  Benefit : A death  benefit  equal  to  six 
months  eamable  salary  is  payable  to  the 
designated  beneficiary  of  a member  who 
dies  while  employed  by  the  City.  In  addi- 
tion, the  designated  beneficiary  is  entitled  to 
a refund  of  all  contributions  and  interest  in 
the  member’s  retirement  account.  If  the 
deceased  employee  is  qualified  for  a service 
retirement  on  the  date  of  death,  and  he/she 
has  designated  as  beneficiary  a surviving 
spouse  who  was  married  to  him  or  her  for  at 
least  one  (1)  full  year  immediately  prior  to 
the  date  of  his  or  her  death,  the  spouse  may 
elect  to  receive  a pension  for  life  or  until 
remarriage  equal  to  50%  of  the  pension  the 
decedent  would  have  received  had  he  been 
retired  on  the  date  of  death  in  lieu  of  the  six- 
month  eamable  salary  payment  and  refund 
of  contributions. 

5)  Withdrawal  of  employee’ s contributions 
with  interest  upon  termination.  Withdrawal 
of  your  contributions  will  terminate  your 
membership  in  the  Retirement  System  and 
all  rights  to  plan  benefits. 

6)  Vesting  Retirement:  A provision  allowing  a 
terminated  member  who  has  at  least  5 years 
of  service  to  leave  retirement  contributions 
in  the  Retirement  System.  This  election  is 
irrevocable  and  leaves  as  is  a benefit  begin- 
ning at  age  50  based  on  a City  matching 
formula.  The  election  to  vest  must  be  made 
by  the  employee  within  90  days  of  termina- 
tion of  employment. 

7)  Reciprocity:  This  provision  allows  termi- 
nating members  who  leave  their  contribu- 
tions in  the  Retirement  System  and  join  a 
reciprocal  retirement  plan  within  six  (6) 
months  to  receive  a retirement  allowance 
from  San  Francisco  when  they  retire  under 
the  reciprocal  plan. 
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No  attempt  is  made  here  to  explain  fully  all  of  the  intricacies  of 
our  Retirement  System  or  its  inter-relationship  with  the  Social 
Security  program.  Staff  will  answer  specific  questions  concern- 
ing retirement  benefits.  For  more  information,  please  contact 
the  Membership  Services  Unit:  1155  Market  Street  (between 
Seventh  & Eighth  Streets).  Telephone:  554-1550. 

After  you  decide  to  retire,  you  should  telephone  the  Retirement 
System  Membership  Services  Division  to  schedule  a personal 
interview  at  least  three  months  prior  to  the  projected  date  of 
retirement.  Interviews  are  by  appointment  only.  You  should 
also  contact  your  departmental  payroll  office  to  make  arrange- 
ments for  payment  in  lieu  of  unused  vacation  and  vested  sick 
leave.  The  Retirement  System  plays  no  role  in  these  matters. 

With  the  exceptions  of  jury,  voting  officer  duties  and  teachers 
working  in  a limited  capacity  for  the  San  Francisco  Unified 
School  District  or  Community  College  District,  you  may  not  be 
paid  for  any  services  performed  for  the  City  on  or  after  the 
effective  date  of  your  retirement. 


Health,  Dental  and  Disability  Insurance  Coverage 


The  City  and  County  of  San  Francisco  provides  health,  disabil- 
ity, and  short-term  accident/sickness  disability  insurance  cover- 
age through  the  Health  Service  System. 

All  permanent  employees  are  eligible  for  coverage  as  well  as 
temporary  employees  who  have  six  (6)  months  of  continuous 
service. 

The  City  also  offers  a Flexible  Benefits  Program  which  allows 
an  employee  to  pay  any  required  premiums  for  benefits  on  a 
pre-tax  rather  than  after-tax  basis. 

Each  eligible  employee  may  select  a health,  dental,  and  disabil- 
ity plan  from  those  currently  offered  to  City  employees.  The 
employee  may  select  one,  all,  or  none  of  the  benefits  offered. 
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The  health  plans  currently  offered  are: 

1.  City  Health  Plan 

2.  Kaiser  Foundation  Health  Plan 

3.  Bridgeway  Plan  for  Health 

4.  Bay  Pacific  Health  Plan 

5.  Heals  Health  Plan 

6.  Foundation  Health  Plan 

The  dental  plans  currently  offered  are: 

1 . Colonial  Life  Dental  Plan 

2.  DentiCare  Dental  Plan 

3.  Safeguard  Dental  Plan 

The  accident  and  sickness  disability  plan  currently  offered  is 
underwritten  by  Colonial  Life  and  Accident  Insurance  Com- 
pany. 

Details  of  the  benefits  and  contribution  rates  of  each  plan  are 
available  from  the  Health  Service  System  Office.  In  general, 
the  City  pays  for  employee  health  coverage  only.  Premiums  for 
dependent  health  coverage  and  all  dental  and  disability  benefits 
are  employee  paid. 

Eligible  dependents  of  employees  may  be  enrolled  in  selected 
benefit  plans  at  the  time  of  the  employee’s  original  enrollment. 
After  the  initial  enrollment,  or  transfers  from  one  benefit  plan  to 
another  may  only  be  made  during  the  annual  open  enrollment 
period,  the  month  of  May,  with  coverage  to  be  effective  July 
1st. 

Employees  who  go  on  authorized  leave  of  absence  without  pay 
must  notify  the  System  of  such  leave  and  continue  to  pay  any 
premiums  in  advance  directly  to  the  Health  Service  System  in 
order  to  maintain  coverage. 

Federal  law  provides  that  any  employee  (including  covered 
dependents)  who  terminates  employment  has  the  option  to 
continue  group  coverage  for  a period  of  up  to  eighteen  (18) 
months  after  loss  of  eligibility. 
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Dependents  of  an  employee  who  lose  group  coverage  because  of 
divorce  or  legal  separation  or  because  a child  loses  dependent 
eligibility  have  the  option  to  continue  coverage  through  the 
employer  for  a period  of  up  to  thirty-six  months  after  loss  of 
eligibility. 

The  Health  Service  System  office  is  located  at  1155  Market 
Street,  3rd  Floor.  General  information  may  be  obtained  by 
calling  the  Membership  Division  554-1750. 


Dependent  Care  - Assistance  Program 


The  City  and  County  of  San  Francisco  provides  a Dependent 
Care  Assistance  Program  (DCAP)  which  allows  an  employee  to 
pay  for  certain  eligible  dependent  care  costs  (child  or  elder  care) 
on  a pre-tax  basis. 

This  program  is  administered  by  Benefit  America,  a subsidiary 
of  Colonial  Life  & Accident  Insurance  Company.  Information 
on  this  program  can  be  obtained  from  Colonial  Life  at  (415) 
433-2003  or  the  Health  Service  System  at  1155  Market  Street, 
3rd  Floor. 


State  Disability  Insurance 


If  you  are  in  a classification  represented  by  a union  which 
negotiated  for  State  Disability  Insurance  (SDI),  you  are  eligible 
for  SDI  benefits  when  you  incur  any  non-industrial  illness;  and 
(a)  have  contributed  to  SDI  through  payroll  deductions  for 
seven  (7)  months,  and  (b)  have  been  under  the  care  of  a doctor 
or  practitioner  during  any  portion  of  the  first  seven  (7)  calendar 
days  of  absence.  Civil  Service  Rules  require  that  sick  leave  with 
pay  leave  credits  be  used  to  supplement  SDI  benefits  unless  you 
elect  within  seven  (7)  calendar  days  of  the  first  day  of  absence 
one  of  the  following  options: 

1 . To  supplement  SDI  benefits  with  vacation  credits 

2.  To  supplement  SDI  benefits  with  compensatory  time 
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Supplemental  salary  will  be  paid  on  your  normal  bi-weekly 
payday.  This  salary,  when  added  to  the  SDI  benefits  will 
provide  up  to,  but  by  law  cannot  exceed,  your  normal  bi-weekly 
salary.  For  information  regarding  the  filing  of  claims  and/or 
SDI  benefits,  contact  your  payroll  office. 


Transfer  of  Sick  Leave  and/or  Vacation  Credits  to  a Cata- 
strophically III  Employee 


Once  you  have  accumulated  sick  leave  and/or  vacation  credits 
you  may  donate  a portion  of  your  accumulated  sick  leave  and/or 
vacation  credits  for  use  by  other  City  and  County  employees 
suffering  from  catastrophic  illness.  If  you  become  catastrophi- 
cally ill,  you  may  be  eligible  to  receive  sick  leave  and/or  vaca- 
tion credits  from  City  and  County  employees.  Information 
brochures  are  available  at  your  payroll  or  personnel  office. 


Union  Dues! Agency  Shop  Fees 


If  you  are  in  a classification  represented  by  an  organization 
having  “Agency  Shop”  agreements  with  the  City,  you  are 
required  as  a condition  of  continued  employment  to  either  join 
the  recognized  employee  organization  or  pay  the  organization  a 
service  fee  in  an  amount  not  to  exceed  the  standard  initiation 
fee,  periodic  fees  and  general  assessments  of  that  organization. 
For  more  information,  contact  your  departmental  personnel 
office. 


Credit  Unions 


As  an  employee  of  the  City  and  County  of  San  Francisco,  you 
are  eligible  to  join  one  of  the  following  Credit  Unions  for 
savings  and  low  cost  loans  through  payroll  deduction.  Call  the 
appropriate  Credit  Union  for  further  information: 
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City  Employees’  Credit  Union  775-5377 
Firemen  Credit  Union  553-5900 
Police  Credit  Union  564-3800 
Municipal  Railway  Employees’  Federal  Credit 
Union  469-8840 

Muni  Shopmens'  Credit  Union  585-8830 
Recreation  and  Parks’  Federal  Credit  Union 
661-4652 


Social  Security 


Permanent  employees  and  certain  other  temporary  and  provi- 
sional employees  who  are  members  of  the  Retirement  System, 
except  uniformed  members  of  the  Police  and  Fire  Departments, 
are  automatically  enrolled  in  the  Federal  Social  Security  Sys- 
tem. Under  the  provisions  of  this  law,  you  have  additional 
benefits  which  include  income  for  your  survivors  in  the  event  of 
your  death,  retirement  income  after  age  62  and  total  disability 
benefits  at  any  age  after  five  (5)  years  of  coverage.  A separate 
Social  Security  (FICA)  deduction  will  be  taken  from  your 
paycheck. 
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Holidays , Vacation , and  Leaves 


Holidays 


Holidays  observed  by  the  City  and  County  of  San  Francisco  for 
miscellaneous  employees  are  enumerated  in  the  Salary  Stan- 
dardization Ordinance: 


New  Year’s  Day 

Martin  Luther  King,  Jr.’s  Birthday 

Washington’s  Birthday 

Memorial  Day 

Independence  Day 

Labor  Day 

Columbus  Day 

Veteran’s  Day 

Thanksiving 

The  day  after  Thanksgiving 
Christmas 


If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is 
observed  as  a holiday.  If  any  of  these  holidays  fall  on  Saturday, 
the  preceding  Friday  is  observed  as  a holiday;  however,  offices 
must  remain  open  and  staffed.  In  addition,  the  City  will  observe 
as  a holiday  any  day  declared  to  be  a holiday  by  the  Mayor 
following  such  declaration  by  the  President  or  Governor. 

You  may  also  take  three  additional  “floating”  holidays  during 
the  fiscal  year,  (temporary  employees  will  have  to  wait  six 
months  before  they  are  eligible  to  use  floating  holidays).  Re- 
quests to  use  “Floating  Holidays”  are  subject  to  the  approval  of 
the  appointing  officer  and  the  provisions  of  the  Salary  Stan- 
dardization Ordinance. 


For  further  information  regarding  floating  holidays,  contact 
your  personnel  office. 


Employee  Handbook 


City  and  County  of  San  Francisco 


Vacation 


The  City  provides  annual  vacations  for  all  employees  who  work 
a regular  schedule  and  who  have  completed  one  (1)  year  or 
more  of  continuous  service.  You  do  not  accrue  vacation  allow- 
ance in  the  first  year  of  continuous  service;  however,  at  the  end 
of  one  (1)  year  of  continuous  service,  you  shall  be  awarded  a 
vacation  allowance  at  the  rate  of  .0385  of  an  hour  for  each  hour 
of  paid  service  in  the  preceding  year.  After  one  (1)  year  or 
more  of  continuous  service,  vacation  is  accrued  and  awarded 
each  pay  period  in  accordance  with  the  following  table. 

Years  of  Service  Award 

1 through  5 years  .0385  x number  of  hours  worked 

After  5-15  years  .0577  x number  of  hours  worked 

More  than  15  years  .0770  x number  of  hours  worked 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5) 
and  fifteen  (15)  years  of  continuous  service  and  will  be  com- 
puted at  the  rate  of  .01924  per  hour  for  each  hour  of  paid  service 
in  the  preceding  year,  except  that  the  amount  of  the  vacation 
allowance  shall  not  exceed  forty  (40)  hours.  This  award  will  not 
be  made  nor  can  it  be  taken  until  you  have  reached  your  Anni- 
versary Date  in  your  fifth  (5th)  year  and  fifteenth  (15th)  year. 

No  employee  shall  be  credited  with  more  than  2080  hours  of 
paid  service  in  any  twelve  (12)  month  period  for  purposes  of 
computing  the  vacation  allowance.  The  maximum  vacation 
entitlement  in  any  twelve  (12)  month  period  and  maximum 
accrual  permitted  are  as  follows: 


Years  of  Service 

1 through  5 years 
More  than  5 years 
More  than  15  years 


12-Mo  Maximum 
Entitlement 

80  hours  (10  days) 
120  hours  (15  days) 
160  hours  (20  days) 


Maximum 

Accumulation 

320  Hours  (40  days) 
360  hours  (45  days) 
400  hours  (50  days) 
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When  a holiday  falls  on  a regular  working  day  during  your 
vacation,  the  holiday  is  not  counted  as  a vacation  day.  If  you 
resign  or  are  separated  after  one  (1)  or  more  years  of  continuous 
service  and  have  not  taken  all  of  your  vacation,  you  will  be  paid 
for  the  accumulated  unused  vacation. 

Your  vacation  period  is  scheduled  by  your  Department  Head 
with  the  intention  of  accommodating  your  plans,  the  needs  of 
the  department,  and  seniority. 


Leaves  of  Absence 


Leaves  of  absence  are  governed  by  the  following  general  provi- 
sions: 

1 . Leave  requests  must  be  submitted  to  the  Department 
Head  for  approval. 

2.  A request  for  leave  of  more  than  five  (5)  working  days 
must  be  made  on  the  prescribed  form. 

3.  A temporary  appointee  is  limited  to  a leave  that  will 
not  exceed  one  (1)  month.  In  the  case  of  maternity 
leave,  the  leave  may  be  extended  up  to  six  (6)  months. 

As  an  employee  you  may  request  any  of  the  following  types 
of  leaves  of  absence: 


Sick  Leave  with  Pay 


If  you  work  a full  year  (2080  hours),  you  earn  thirteen  (13) 
working  days  per  year  (or  104  hours)  of  paid  sick  leave.  Un- 
used sick  leave  may  be  accumulated  from  year  to  year  until  you 
reach  the  maximum  accumulation  of  one  hundred  and  thirty 
(130)  working  days  (or  1,040  hours). 

No  sick  leave  with  pay  is  allowed  during  the  first  six  (6)  months 
of  employment  unless  you  have  previously  earned  sick  leave 
credits. 
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It  is  your  responsibility  to  notify  your  supervisor  when  you  are 
unable  ;o  report  for  duty  because  of  illness  and  of  the  approxi- 
mate date  of  your  return  to  work.  You  are  reminded  that  sick 
leave  protects  you  against  loss  of  income  while  incapacitated. 
Sick  leave  with  pay,  if  you  have  earned  sick  leave  with  pay 
credits,  may  be  used: 

1.  When  you  are  unable  to  work  because  of  illness  or 
injury,  not  job-incurred. 

2.  For  medical  or  dental  appointments. 

3.  For  absence  due  to  quarantine  declared  by  the  Depart- 
ment of  Public  Health  or  other  authority. 

4.  For  absence  due  to  the  death  of  a member  of  your 
immediate  family  or  other  persons  as  defined  in  the 
Civil  Service  Commission  Rules. 

5.  For  absence  due  to  pregnancy  or  convalescence  period 
following  childbirth. 

6.  For  absence  due  to  illness  or  medical  appointment  of  a 
dependent  child. 

If  you  are  absent  from  your  job  for  more  than  five  (5)  consecu- 
tive working  days,  you  must  submit  to  your  supervisor  a com- 
pleted Request  for  Leave  form  stating  the  nature  and  duration  of 
your  illness,  signed  by  a doctor,  dentist,  podiatrist,  licensed 
clinical  psychologist,  Christian  Science  practitioner  or  licensed 
doctor  of  chiropractic  medicine. 

Under  certain  conditions,  a department  head  may  require  you  to 
furnish  a doctor’s  certification  for  any  amount  of  absence  due  to 
illness. 

Sick  Leave  Without  Pay 


When  you  are  not  eligible  for  sick  leave  with  pay  because  you 
have  used  all  your  sick  leave  credits  or  do  not  wish  to  use  your 
sick  leave  pay,  you  may  request  sick  leave  without  pay.  The 
maximum  amount  of  sick  leave  without  pay  depends  on  your 
s'atus  and  is  outlined  in  the  Civil  Service  Commission  Rules. 

Absence  on  sick  leave  without  pay  in  excess  of  five  (5)  consecu- 
tive days  requires  a doctor’s  certification  on  a Request  for  Leave 
form.  This  form  is  available  from  your  department’s  personnel 
office. 
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Military  Leave 


Under  certain  conditions,  you  may  be  granted  military  leave. 
Employees  on  military  leave  may  receive  their  regular  salary  or 
compensation  for  a period  not  to  exceed  thirty  (30)  calendar 
days.  More  information  on  military  leaves  may  be  obtained 
from  your  department’s  personnel  office. 


Juiy  Duty  Leave 


You  must  notify  your  immediate  supervisor  as  soon  as  you 
receive  a jury  summons.  Any  employee  who  is  called  to  jury 
duty  for  a Municipal,  State  or  Federal  Court  during  working 
hours  is  allowed  the  regular  salary  less  the  amount  of  jury  fees 
paid  while  serving  as  a juror. 

You  must  obtain  from  the  Jury  Commission  or  Court  Clerk  a 
“Jury  Duty  Certification.”  The  Jury  Duty  Certification  is  to  be 
given  promptly  to  your  personnel  office  or  timekeeper  in  order 
to  receive  your  regular  salary. 


Educational  Leave 


Leaves  for  the  purpose  of  securing  additional  education  in  a 
field  related  to  your  position  may  be  granted  if  you  are  a perma- 
nent employee  for  the  period  required  to  complete  the  course 
work.  You  should  contact  your  department  personnel  office  for 
information  on  educational  leaves. 


Family  Care  Leave 


If  you  have  completed  your  probationary  period  and  have  one 
(1)  or  more  years  of  service  in  any  status,  you  may  be  granted 
up  to  one  (1)  year  of  family  care  leave  for  the  birth  of  a biologi- 
cal child;  the  assumption  of  parenting  or  child  rearing  responsi- 
bilities; the  serious  illness  or  health  condition  of  a family  mem- 
ber, spouse  or  domestic  partner,  your  parent  or  the  parent  of 
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your  spouse  or  domestic  partner,  a biological  or  adoptive  child 
or  a child  for  whom  you  have  parenting  or  child  rearing  respon- 
sibilities; and  the  mental  or  physical  impairment  of  your  family 
member,  your  spouse  or  domestic  partner,  your  parent  or  parent 
of  your  spouse  or  domestic  partner,  a biological  or  adoptive 
child,  or  a child  for  which  you  have  parenting  or  child  rearing 
responsibilities  which  impairment  renders  that  person  incapable 
of  self-care. 

Family  Care  Leave  is  unpaid  leave;  however,  this  leave  may  be 
granted  in  addition  to  accumulated  compensatory  time  off, 
vacation  time,  floating  holiday  time  or  sick  leave  as  granted 
under  the  provisions  of  the  Sick  Leave  for  Illness  or  Medical 
Appointment  of  Child. 

You  may  contact  your  personnel  office  for  information  on 
family  care  leave. 


Other  Leaves 


You  may  request  leave  for  other  reasons,  such  as  religious  and 
personal  leave,  as  detailed  in  the  Civil  Service  Commission  Rule 
22  - Leaves  of  Absence. 
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Health  and  Safety 


Safety 


Safety  is  everybody’s  job.  Be  alert  at  all  times  to  safety  haz- 
ards. If  you  see  an  unsafe  act  or  condition,  either  correct  it 
yourself  or  report  it  to  your  supervisor. 

Remember  that  accidents  don’t  just  happen  - they  are  caused  by 
people.  There  is  no  job  so  important  that  time  cannot  be  taken 
to  do  it  safely.  What  may  seem  like  a shortcut  might  cost  you 
long  weeks  in  the  hospital.  For  reasons  of  safety,  clothing  and 
footwear  appropriate  to  the  type  of  work  being  performed  is  to 
be  worn. 

Do  not  engage  in  playful  activities  which  might  result  in  injury 
to  yourself  or  others. 


On-the-Job  Injury  and  Workers’  Compensation 


The  Retirement  System  administers  the  benefit  provisions  of  the 
Workers’  Compensation  Laws  of  the  State  of  California. 

San  Francisco  is  self-insured  for  Workers’  Compensation  and 
administers  the  benefits  through  the  Compensation  Division  of 
the  Retirement  System.  The  benefits  cover  ALL  City  and 
County  employees,  including  those  of  the  Community  College 
and  Unified  School  District  - both  temporary  and  permanent. 

H&W-  to  report  vour  iniurv: 

If  an  injury  arises  out  of  and  in  the  course  of  your  employment, 
you  are  to  report  the  injury  to  your  supervisor  immediately  as 
outlined  below: 

Initial  Report: 

1.  Under  State  law  you  must  file  your  claim  within  one 
(1)  year  from  the  date  of  an  accident  or  within  one  (1) 
year  from  the  date  that  you  have  been  advised  by  a 
physician  that  you  have  sustained  an  occupational 
injury. 
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2.  Prompt  reporting  assures  that  your  injury  will  receive 
adequate  medical  attention  and  that  other  applicable 
benefits  will  be  provided  on  a timely  basis. 

3.  Your  immediate  supervisor  must  be  notified  of  any 
industrial  incident  and  will  be  responsible  for  follow- 
ing through  on  further  reporting  requirements. 

When  to  Report: 

1 . Where  there  has  been  a specific  event  which  results  in 
injury,  you  are  required  to  report  the  incident  immedi- 
ately to  your  supervisor.  In  all  cases  your  injury  is  to 
be  reported  by  the  end  of  your  scheduled  work  shift. 

2.  If  you  are  uncertain  as  to  any  specific  event  but  have 
reason  to  believe  that  symptoms  are  related  to  on-the- 
job  exposure,  you  are  to  report  the  symptoms  and 
suspicion  of  industrial  causation  to  your  supervisor 
immediately.  In  no  event  should  the  injury  be  re- 
ported later  than  after  the  start  of  your  next  scheduled 
shift. 

The  supervisor  is  required  to  provide  you  with  an  Em- 
ployee’s Claim  For  Workers’  Compensation  Benefits 
within  24  hours  of  your  reporting  of  any  injury.  Please 
complete  the  form  and  return  it  immediately  to  your  super- 
visor. Your  supervisor  will  provide  you  with  a dated  copy 
of  the  form. 

The  supervisor  is  required  to  complete  an  Employer’s 
Report  on  Occupation  Injury  or  Illness  (F-2)  for  any  injury 
or  occupational  disease  that  an  employee  reports  as  the 
result  of  their  job  and  meets  the  criteria  for  reporting  as 
outlined  on  the  top  of  the  F-2.  The  remarks  section  on  the 
back  of  the  F-2  Form  should  be  used  for  comments. 

You  cannot  complete  or  sign  your  own  F-2.  The  Depart- 
ment keeps  a copy  in  its  file. 

The  instructions  on  the  top  of  the  F-2  Form  are  as  follows: 

California  law  requires  an  employer  to  report  within  five 
days  every  industrial  injury  or  occuptional  disease  which: 
(a)  results  in  lost  time  beyond  the  day  of  injury,  or  (b)  re- 
quires medical  treatment  other  than  first  aid. 


30 


City  and  County  of  San  Francisco 


Employee  Handbook 


PLEASE  NOTE:  In  addition,  if  death  results  or  if  the 
injury  or  illness:  (a)  requires  inpatient  hospitalization  of 
more  than  24  hours  or  other  than  medical  observation;  (b) 
results  in  loss  of  any  member  of  the  body;  or  (c)  produces 
any  degree  of  permanent  disfigurement,  the  nearest  district 
office  of  the  California  Division  of  Occupational  Safety 
and  Health  must  be  notified  immediately  by  telephone  or 
telegraph.  This  notification  is  not  required,  however,  if 
the  injury  or  death  results  from  an  accident  on  a public 
street  or  highway. 

Please  note  that  the  F-2  does  not  have  to  be  completed  for 
any  injury  where  only  first  aid  is  provided.  An  example 
would  be  a band  aid  for  a cut.  If  the  first  aid  treatment 
requires  medical  services  that  will  require  payment  of  the 
medical  provider,  an  F-2  Form  is  required. 

Medical.  Treatment: 

If  medical  care  is  necessary,  you  are  to  report  immediately  to 
the  F'RANCISCAN  TREATMENT  ROOM,  Saint  Francis 
Memorial  Hospital,  1150  Bush  Street,  San  Francisco.  The 
Franciscan  Treatment  Room  is  open  8:00  a.m.  to  5:00  p.m. 
Monday  - Friday.  If  your  injury  occurs  outside  the  above  time 
periods,  report  to  the  Emergency  Treatment  Room  at  St. 

Francis. 

In  case  of  severe  traumatic  injury  call  for  medical  assistance 
immediately,  call  Emergency  Services  (911).  If  you  are  outside 
San  Francisco,  go  to  the  nearest  Emergency  Hospital  for  treat- 
ment. Notify  your  supervisor  as  soon  as  possible. 

If  you  are  an  employee  of  San  Francisco  General  Hospital  go 
directly  to  the  Hospital’s  emergency  service  or  employee  health 
center  as  directed  by  your  supervisor. 

If  your  industrial  injury  requires  more  than  clinical  care  at  the 
Franciscan  Treatment  Room,  you  will  be  referred  to  our  panel 
of  medical  specialists,  and  treatment  will  be  provided  in  the  spe- 
cialists’ private  office. 

The  Retirement  System  does  not  accept  liability  for  the  expense 
of  medical  treatment  obtained  elsewhere  through  your  choice 
unless:  (1)  there  is  a valid  emergency,  (2)  special  authorization 
has  been  obtained  from  the  Workers’  Compensation  Division 
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for  outside  treatment,  or  (3)  you  have  a letter  on  file  with  the 
Workers’  Compensation  Division,  indicating  the  name  and 
address  of  your  personal  physician. 

Benefits: 

Temporary  disability  benefits  are  paid  in  accordance  with 
schedules  set  by  State  law.  These  benefits  are  generally  less 
than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  department’s  payroll 
section  for  supplemental  sick  pay  benefits  authorized  in  Civil 
Service  regulations  to  make  up  the  difference  between  your 
normal  salary  and  the  amount  paid  to  you  in  Workers’  Compen- 
sation benefits.  The  extent  to  which  this  is  possible  will  depend 
on  the  amount  of  your  accumulated  sick  leave. 

Permanent  Disability  Compensation  Benefits  will  be  paid  if  the 
injury  you  sustained  results  in  a permanent  physical  impairment 
that  lessens  your  ability  to  work. 

Vocational  Rehabilitation  is  a part  of  your  Workers’  Compensa- 
tion benefits.  If  you  are  unable  to  return  to  your  usual  job  duties 
because  of  injury,  you  may  be  entitled  to  rehabilitation  benefits 
to  assist  you  in  returning  to  work. 

Further  Assistance: 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of 
Workers’  Compensation  benefits.  The  Workers’  Compensation 
Division  has  the  responsibility  for  the  administration  of  benefits 
for  employees  injured  in  the  course  of  employment.  If  any 
question  arises  with  the  handling  of  your  claim  for  Workers’ 
Compensation  Benefits,  call  554-1777. 

For  additional  information,  you  may  contact  the  Information 
and  Assistance  Officer  of  the  State  Division  of  Industrial  Acci- 
dents by  calling  1-800-736-7401. 
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Employee  Assistant  Program  (E.A.P.) 


The  Department  of  Public  Health  provides  confidential  informa- 
tion and  referral  services  for  City  employees  and  their  families. 
Under  this  program,  information  is  available  on  alcoholism, 
drug  abuse,  marital  and  family  problems,  emotional 
stress,  and  other  related  problems.  Information  on  services 
available  through  the  program  can  be  obtained  at  554-9580. 

In  addition  to  the  Employee  Assistance  Program  (E.A.P.),  the 
following  agencies  are  available  to  assist  employees  with  prob- 
lems in  the  following  areas: 

I.  Alcohol/Drug  Information  and  Referral 

1.  National  Council  on  Alcoholism  (NCA), 
861-4000 

2.  Alcoholism  Information  and  Rehabilitation 
Services  (AIRS),  231-3132 

3.  Drug  Line,  752-3400 

II.  Mental  Health 

1 . Mental  Health  Information  and  Referral 
Line,  387-5100 

2.  Suicide  Prevention  Inc.,  221-1423 

HI.  Consultation 

1.  National  Council  on  Alcoholism  (NCA), 
861-4000 

2.  Community  Substance  Abuse  Services 
(CSAS)  Division  of  Alcohol/Drug  Pro- 
grams, 255-3500 

If  you  are  engaged  in  activities  funded  by  Federal  grant,  you 
must  notify  the  department  head  of  any  criminal  drug  statute 
conviction  for  a violation  occurring  in  the  workplace  no  later 
than  five  days  after  such  conviction. 

Information  about  the  dangers  of  drug  abuse  in  the  workplace 
and  available  drug  counseling  and  rehabilitation  services  is 
available  from  the  Employee  Assistance  Program. 


Employee  Handbook 


City  and  County  of  San  Francisco 


Employee  Services  and  Responsibilities 


College  Training  and  Tuition  Reimbursement 


The  Civil  Service  Commission  co-sponsors  several  classroom 
training  programs  offered  at  the  Civil  Service  College  of  San 
Francisco  Community  College  District.  Class  information  is 
available  by  calling  239-3660. 

The  Commission  also  provides  limited  tuition  assistance  to 
permanent  employees  who  are  improving  current  job  skills  or 
preparing  for  promotion.  For  more  information,  call  557-4944. 


Management  Development  ( Training ) Program 


The  Management  Development  (Training)  Unit  provides  in- 
service  management  training  programs  for  executives,  mid- 
managers, and  line  supervisors.  Workshops  are  offered 
throughout  the  year  and  are  funded  through  the  Central  Manage- 
ment Training  Fund.  Interested  managers  may  call  the  Manage- 
ment Development  (Training)  Unit  at  557-4944  for  a listing  of 
current  workshops  and  for  scheduling  information. 


Performance  Appraisal 


You  are  entitled  to  a periodic  evaluation  of  your  performance  of 
assigned  duties.  Managers  are  required  to  prepare  performance 
appraisals  according  to  the  citywide  system  adopted  by  the  Civil 
Service  Commission.  The  procedures  specify  two  reports 
during  a six -month  probationary  period;  three  reports  during  a 
one-year  probationary  period;  annual  reports  for  permanent  and 
temporary  employees.  Non-Civil  Service  employees’  perform- 
ance should  be  evaluated  after  the  first  90  days,  then  annually. 

The  purposes  of  the  appraisal  system  are  to  delineate  duties  and 
responsibilities,  to  provide  feedback  to  employees  on  perform- 
ance, to  identify  training  needs,  to  improve  effectiveness,  to 
provide  a basis  for  career  development,  and  to  assure  the  public 
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of  quality  service.  Such  a system  is  an  essential  tool  for  mana- 
gerial decision-making  and  assists  in  communications.  It  as- 
sures you  of  having  a regular,  systematic  record  of  your  per- 
formance and  development. 


Additional! Outside  Employment 


Additional  or  outside  part-time  employment  for  full-time  em- 
ployees is  permitted  under  certain  conditions  and  requires  the 
written  approval  of  the  employee’s  department  and  the  Civil 
Service  Commission.  The  additional  employment  must  not 
interfere  with  the  employee’s  regular  City  job  and  cannot 
exceed  twenty  20  hours  per  week.  Such  employment  while  on 
sick  leave  may  be  permitted  if  approval  is  secured  as  outlined  in 
the  Civil  Service  Commission  Rules. 

Forms  for  applying  for  permission  to  engage  in  outside  employ- 
ment are  available  from  your  department’s  personnel  and  pay- 
roll office  or  in  Room  52E,  City  Hall.  For  more  information, 
call  554-4341. 


Employment  Verification 


When  providing  information  for  the  purpose  of  verifying  your 
employment,  be  certain  to  list  the  department  as  the  employer, 
not  the  City  and  County  of  San  Francisco.  Verifications  sent  to 
the  Civil  Service  Commission  will  be  forwarded  to  your  current 
department.  If  you  list  your  employer  as  ‘ ‘City  and  County  of 
San  Francisco”  or  ‘‘San  Francisco  Civil  Service,”  there  will  be 
a delay  while  Civil  Service  Commission  staff  researches  person- 
nel records  to  locate  your  department  and  then  routes  the  verifi- 
cation request  to  your  department.  Consider  each  City  and 
County  department  you  worked  for  as  a SEPARATE  EM- 
PLOYER. Be  certain  that  a separate  request  to  verify  your 
employment  goes  to  each  department  where  you  have  worked. 
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Charter  Provisions  Relating  to  Disciplinary  Action  Against 
Striking  Employees  Other  than  Members  of  the  Police  and 
Fire  Department 


This  Charter  Section  was  passed  by  the  electorate  on  November 
2,  1976.  The  impetus  for  the  passage  of  this  Charter  section  was 
the  public’s  dissatisfaction  with  the  38-day  strike  by  certain 
segments  of  the  City  and  County’s  work  force.  It  was  the 
public’s  intention  to  require  dismissal  of  any  striking  employee. 
The  section  establishes  a committee  of  five  (5)  members  - the 
presidents  of  the  Civil  Service,  Public  Utilities,  Airport,  Fire, 
and  Police  Commissions  - to  carry  out  the  dismissals. 

Significantly,  Section  8.346  removes  any  discretionary  ability 
from  the  Mayor’s  Office,  Board  of  Supervisors,  Civil  Service 
Commission,  department  heads,  etc.,  in  processing  the  discipli- 
nary penalties  against  striking  employees  if  they  have  engaged 
in  any  form  of  job  action  including: 

. . the  willful  failure  to  report  for  duty,  the  willful  absence 
from  one’s  position,  any  concerted  stoppage  or  slowdown  of  work, 
any  concerted  interruption  of  operations  or  services  by  employees, 
or  the  willful  abstinence  in  whole  or  in  part  from  the  full,  faithful, 
and  proper  performance  of  the  duties  of  employment,  for  the 
purpose  of  inducing,  influencing,  or  coercing  a change  in  the  con- 
ditions of  employment. . . 

The  Charter  provision  also  indicates  that  . . No  officer,  board, 
commission,  or  committee  of  the  City  and  County  of  San  Fran- 
cisco shall  have  the  power  to  grant  amnesty  to  any  person  who  has 
violated  any  of  the  provisions  of  this  section,  and  such  officer  or 
bodies  shall  not  grant  amnesty  to  any  person  who  has  violated  any 
of  the  provisions  of  this  section “ (emphasis  added). 

A number  of  employees  have  asked  whether  Section  8.346 
remains  legally  enforceable  in  light  of  a recent  case  holding  that 
certain  public  employee  strikes  are  not  per  se  illegal  under  State 
law.  The  City  Attorney  informs  us  that  the  case,  Los  Angeles 
County  Sanitation  Dist.  No.  2 v.  Los  Angeles  County  Employ- 
ees Association,  does  not  affect  Charter  prohibitions  on  strikes. 
Therefore,  Section  8.346  remains  enforceable. 
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Telephones 


The  telephone  is  an  essential  part  of  conducting  business. 
Proper  telephone  usage  is  important:  the  impression  that  many 
persons  have  of  City  government  is  influenced  by  their  tele- 
phone contacts.  The  following  steps  should  help  you  transact 
business  in  a pleasant,  efficient  manner: 

When  receiving  calls,  always: 

1.  Answer  promptly.  (Try  to  answer  by  the  third 

ring). 

2.  Give  your  name  and  department. 

3.  Offer  to  take  a message  if  the  person  called  is  not 

available. 

4.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1.  Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  as  short  as  possible. 

4.  Be  courteous  and  friendly. 

Information  regarding  the  use  of  your  department’s  telephone 
system  can  be  obtained  from  your  supervisor.  The  telephone 
must  be  used  only  for  conducting  City  and  County  business. 


How  to  Recycle  Your  Office  Paper  as  a City  Employee 


In  March  of  1988,  the  Board  of  Supervisors  unanimously 
adopted  a resolution  making  office  paper  recycling  a City  policy 
of  highest  priority.  The  City  and  County  of  San  Francisco 
boasts  one  of  the  best  City-run  office  paper  recycling  programs 
in  the  country.  In  1989,  City  employees  recycled  300  tons  of 
white  office  paper  and  computer  paper  and  raised  $37,000  for 
the  City’s  General  Fund. 

We  hope  that  as  a new  City  employee  you  will  become  involved 
in  our  recycling  efforts.  Your  office  should  have  conveniently 
located  central  recycling  bins,  and  employees  should  have  an 
individual  recycling  box  for  storing  paper  at  their  desks. 
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If  you  would  like  a recycling  box  or  any  additional  information 
about  this  or  any  other  San  Francisco  recycling  program,  please 
call  554-6194. 


Potential  for  Growth 


The  City  and  County  of  San  Francisco  offers  many  career 
promotional  opportunities  and  is  built  around  the  merit  prin- 
ciple. Hiring  and  promotion  take  place  on  a competitive  basis 
so  that  all  candidates  for  appointment  or  promotion  have  equal 
opportunity  for  a job  or  for  advancement.  By  doing  your  best  in 
your  present  job  and  continually  preparing  for  those  jobs  ahead, 
you  serve  the  public,  the  City  and  County,  and  yourself. 


Your  Responsibility  in  Case  of  Emergency 


If  a local  emergency  is  proclaimed  by  the  Mayor  of  San  Fran- 
cisco or  a duly  authorized  City  official  because  of  an  actual  or 
threatened  disaster  such  as  earthquake,  fire,  riot,  etc.,  City  em- 
ployees may  be  required  to  provide  services  during  the  emer- 
gency and  recovering  periods. 


WELCOME 

AND 

GOOD  LUCK! 
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Office  of  the  Merer 
San  Francisco 


Dear  San  Francisco  Employee: 


ART  AC  NOS 


Welcome  to  your  new  position  with  the  City  and  County  of  San 
Francisco.  I am  sure  that  you  will  find  working  for  the  people  of 
San  Francisco  a challenging  and  rewarding  experience. 


San  Francisco  is  a unique  and  beautiful  city  and  your  work  can 
help  to  make  it  an  even  better  place  for  all  who  live  and  work  in 
our  community.  Our  city  employees  have  a long  and  proud 
tradition  of  dedication  and  commitment  to  public  service,  and  I 
am  pleased  to  welcome  you  into  our  family  of  public  employees. 

Providing  the  best  and  most  efficient  service  to  the  people  of  San 
Francisco  is  the  goal  of  all  of  City  Government.  You  will  find 
many  willing  hands  to  assist  you  in  carrying  out  your  duties.  We 
are  all  dedicated  to  serving  San  Franciscans  with  the  best  we  can 
give  and  the  city  government  is  committed  to  providing  you  with 
a working  environment  which  is  appropriate  to  meeting  your 
responsibilities. 

Again  welcome  to  your  new  position  with  the  City  and  County 
of  San  Francisco.  Please  accept  my  best  wishes  for  a long  and 
successful  tenure  with  city  government. 


Sincerely, 


;iv  C ITT  HAL1 . SAN  FRANCISCO.  CALIFORNIA  NM1 
Mill  IM4KI 


€ 


Greetings  from  the  General  Manager,  Personnel 


Congratulations  and  welcome  to  the  City  and 
County  of  San  Francisco.  I am  sure  I can  speak  for 
your  department  in  expressing  the  hope  that  you 
have  a long  and  successful  career  with  the  City  and 
County  of  San  Francisco. 

This  booklet  is  intended  as  an  easy  reference,  and  as 
such,  outlines  some  of  the  basic  personnel  policies, 
rules  and  procedures,  and  summarizes  some  of  the 
services  and  benefits  provided  to  City  employees. 

Your  department’s  personnel  representative  will  be  able 
to  help  you  in  case  you  need  more  detailed  explana- 
tions or  information. 

Not  every  policy,  rule,  or  procedure  relating  to  person- 
nel practices  is  included;  and  in  cases  of  discrepancies 
or  omissions,  the  current  official  ordinance,  regulation, 
Civil  Service  Commission  Rule  or  your  department’s 
policy  governs. 

On  behalf  of  the  Civil  Service  Commission  and  the 
staff  of  the  Personnel  Department:  Welcome  and  best 
wishes  for  success! 


John  J.  Walsh 

General  Manager,  Personnel 
Civil  Service  Commission 
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Introduction 


Your  EMPLOYEE  HANDBOOK  outlines  some  of  the  basic 
personnel  policies,  rules  and  procedures  of  the  City.  It  also 
summarizes  some  of  the  services  and  benefits  the  City  provides 
for  its  employees.  Every  attempt  has  been  made  to  insure  that 
the  information  contained  in  the  EMPLOYEE  HANDBOOK  is 
accurate.  But  personnel  rules,  policies,  procedures,  services  and 
benefits  may  change  after  this  booklet  has  been  published.  If 
there  is  a discrepancy,  the  most  current  personnel  rule,  policy, 
procedure,  service  or  benefit  applies. 

The  EMPLOYEE  HANDBOOK  is  not  intended  as  an  employ- 
ment contract  between  the  City  and  County  and  its  employees 
and  does  not  create  property  or  other  rights  in  employment. 
Such  rights  are  governed  by  various  labor  agreements,  appli- 
cable Charter  provisions,  City  ordinances,  and  Civil  Service 
Commission  Rules. 
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Affirmative  Action! Equal  Employment  Opportunity 


The  City  and  County  of  San  Francisco  is  committed  to  equal 
employment  opportunity  and  a program  of  affirmative  action. 

This  means  that  it  is  the  policy  of  the  City  and  County  of  San 
Francisco  to  afford  equal  opportunity  in  all  aspects  of  employ- 
ment to  all  persons  without  discrimination  on  the  basis  of  race, 
religion,  sex,  national  origin,  ethnicity,  age,  physical  handicap, 
political  affiliation,  sexual  orientation,  color,  marital  status, 
medical  condition  (cancer-related),  or  the  conditions  Acquired 
Immune  Deficiency  Syndrome  (AIDS)  and  AIDS  Related 
Complex  (ARC). 

The  City  and  County  of  San  Francisco  is  also  committed  to  a 
strong  Affirmative  Action  Program,  to  remove  barriers  that  have 
operated  in  the  past  to  preclude  employment  opportunities  to 
certain  groups  who  have  experienced  discriminatory  practices, 
and  to  increase  the  utilization  of  the  skills  and  talents  of  minori- 
ties and  women. 


Respect  for  all  Persons 


The  City  and  County  of  San  Francisco  values  the  multicultural 
diversity  of  its  population  and  its  civil  service  workforce.  It  is 
our  policy  to  treat  all  persons  respectfully.  For  that  reason,  the 
City  prohibits  any  of  its  employees  and  officials  from  using 
slurs  against  any  person  on  the  basis  of  race,  color,  sex,  national 
origin,  ancestry,  age,  sexual  orientation,  or  disability.  Evidence 
of  usage  of  such  slurs  shall  be  entered  in  job  performance 
evaluations  and  shall  be  considered  in  evaluating  the  fitness  of 
City  employees. 


Policy  Prohibiting  Sexual  Harassment 


Sexual  harassment  of  City  employees  is  prohibited  by  the  San 
Francisco  Administrative  Code.  Sexual  harassment  is  unwanted 
and  unsolicited  sexual  overtures  and  advances. 
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Sexual  harassment  occurs  when  this  behavior  unreasonably 
interferes  with  work  performance,  creates  an  intimidating, 
hostile  or  offensive  working  environment,  influences  or  affects 
the  career,  salary,  working  conditions,  job,  or  other  aspects  of 
career  development  of  an  employee  or  prospective  employee,  or 
is  an  explicit  or  implicit  term  of  condition  of  employment. 

These  are  some  examples  of  sexual  harassment: 

1.  verbal  harassment,  e.g.,  epithets,  derogatory  com- 
ments or  slurs; 

2.  physical  harassment,  e.g.,  assault,  impeding  or  block- 
ing movement,  gestures,  or  any  physical  interference 
with  normal  work  or  movements; 

3.  visual  forms  of  harassment,  e.g.,  derogatory  posters, 
letters,  poems,  graffiti,  cartoons  or  drawings;  or 

4.  requests  for  sexual  favors  or  unwanted  sexual  ad- 
vances. 

If  you  feel  you  are  being  sexually  harassed,  you  should  inform 
your  supervisor  or  other  responsible  official  immediately. 
Supervisory  employees  are  required  to  take  corrective  action  if 
employees  are  being  subjected  to  sexual  harassment. 

The  Civil  Service  Commission’s  Discrimination  Complaint 
Procedure  is  available  to  review  and  resolve  allegations  of 
sexual  harassment.  City  officials  or  employees  who  are  found 
to  engage  in  sexual  harassment  are  subject  to  disciplinary  action. 


Civil  Service  Commission 

Equal  Employment  Opportunity  Unit 


The  Civil  Service  Commission  EEO  Unit  works  to  improve 
employment  opportunities  of  minorities,  women,  disabled 
individuals  within  the  City  and  County  of  San  Francisco  Ser- 
vice, monitors  Affirmative  Action  Plans  in  City  departments, 
conducts  outreach  recruitment  efforts  in  targeted  communities  in 
the  Bay  Area,  and  investigates  complaints  of  employment 
discrimination. 
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If  you  feel  that  your  rights  have  been  violated,  you  may  call  the 
Civil  Service  Commission  EEO  Unit  for  information  and  assis- 
tance at  554-4736  or  554-4600  (TDD)  if  you  have  a hearing 
impairment. 


Policy  on  Language  Diversity 


The  Civil  Service  Commission  recognizes  that  the  cultural  and 
racial  composition  of  San  Francisco  and  its  workforce  is  rapidly 
changing.  Therefore,  it  has  established  a policy  which  states 
that,  with  few  exceptions,  an  employee’s  use  of  a language  other 
than  English  in  the  workplace  is  a legally  protected  right. 

A rule  which  requires  employees  to  speak  only  English  at  all 
times  may  result  in  unlawful  discrimination.  A department  may 
only  have  a rule  requiring  that  employees  speak  only  English  at 
certain  times  if  the  department  can  show  that  the  rule  is  justified 
by  business  necessity,  the  department  notifies  employees  of  the 
rule  and  of  the  circumstances  when  speaking  only  English  is 
required,  and  the  department  notifies  employees  of  the  conse- 
quences of  violating  the  rule. 


Reasonable  Accommodations 
for  Employees  with  Disabilities 


% 


The  City  and  County  of  San  Francisco  is  committed  to  making 
reasonable  accommodation  to  the  known  disability  of  an  other- 
wise qualified  individual  unless  the  accommodation  would 
impose  an  undue  hardship  on  the  employer. 

If  you  are  an  individual  with  a disability  and  you  need  an  ac- 
commodation in  order  to  perform  your  job,  it  is  your  responsi- 
bility to  notify  your  supervisor  and  to  discuss  the  necessary 
accommodation.  Disability  is  defined  as  a physical  or  mental 
impairment  that  substantially  limits  one  or  more  of  the  major 
life  functions  of  an  individual;  a record  of  such  an  impairment; 
or  the  perception  that  one  has  such  an  impairment. 
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Classification 


Positions  in  the  City  and  County  have  been  classified  by  the 
Civil  Service  Commission  according  to  their  duties  and  respon- 
sibilities. Positions  which  are  about  the  same  in  the  type  of 
work  performed  and  in  level  of  difficulty  and  responsibility  are 
placed  in  the  same  class  so  that  they  will  be  treated  alike  for 
recruitment,  examination,  transfer,  and  pay. 

The  Civil  Service  Commission  assigns  positions  to  classifica- 
tions. Each  classification  has  a class  number  and  descriptive 
title,  as  well  as  a list  of  typical  duties  and  responsibilities. 

Y ou  may  obtain  detailed  information  about  classification  mat- 
ters from  your  personnel  office  or  the  Civil  Service  Commission 
Classification  Unit. 


Examinations 


The  Civil  Service  Examination  Program  is  an  essential  element 
in  guaranteeing  high  standards  for  employment.  Anyone  gain- 
ing employment  through  this  process  has  the  satisfaction  of 
knowing  that  the  appointment  was  based  on  demonstrated 
ability  in  a competitive  procedure  which  was  applied  equally  to 
all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a 
study  of  the  duties  of  the  job.  The  examination  may  consist  of 
an  interview  and/or  a written,  performance,  agility,  or  other  job- 
related  selection  device.  The  Examination  Announcement 
identifies  the  test(s)  being  used.  All  tests  are  intended  to  rank 
candidates  in  the  order  of  their  relative  qualifications  for  the  job. 

Examinations  are  given  on  an  Entrance  (Open),  Promotional,  or 
combination  Entrance  and  Promotional  basis. 
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Entrance  (Open)  Examinations  - All  candidates  compete  on 
the  same  basis  for  certain  positions. 

Promotional  Examinations  - Only  certain  employees  of  the 
City  and  County  are  eligible  to  compete  in  these  examinations. 
Most  promotive  examinations  are  given  for  positions  in  the 
Police  and  Fire  Departments.  The  examination  announcement 
will  specify  if  that  examination  is  being  given  on  a promotional 
only  basis. 

CQmbinsdEntrmssjind  PrQmQtiQnal  Examination^-  All 
successful  candidates  are  normally  ranked  on  one  list  of  eli- 
gibles.  Consideration  (in  the  form  of  additional  points  on  an 
examination)  is  given  to  permanent  employees  of  the  Ciry  and 
County  based  upon  an  evaluation  of  their  work  performance  and 
length  of  service  with  the  City. 

A qualifying  employee  is  awarded  additional  points  (usually  a 
maximum  of  60  points  above  the  candidate’s  score)  after  he  or 
she  has  attained  the  passing  mark  on  the  examination.  If  you  are 
taking  an  examination,  review  the  examination  announcement  to 
see  if  you  qualify  for  additional  service  points. 

The  following  information  sheets  are  available  at  the  Examina- 
tion Unit  (44  Gough  Street): 

Clerical  Examinations  Information 
Policy  on  Accredited  Colleges  and  Universities 
List  of  Accredited  Foreign  Colleges  and  Universities 
Applicant  Information  Regarding  Veterans  Preference 
Arrest  and  Conviction  Policy 
High  School  Diploma  Substitution  Policy 
List  of  Acceptable  Documents  to  Prove  Identity  and  Authoriza- 
tion to  Work  in  the  United  States. 

The  City  and  County  has  over  1600  different  job  classifications. 
Each  classification  is  tested  separately.  When  a classification 
opens  for  filing  of  applications,  a job  announcement  is  issued 
which  indicates  the  minimum  requirements  (usually  work 
experience,  training  and/or  education)  you  must  have  in  order  to 
apply  for  the  job,  and  also  indicates  the  dates  during  which  you 
may  file  an  application. 
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The  only  time  you  may  file  (submit)  an  application  for  a job  is 
when  it  is  open  for  filing  of  applications.  Filing  periods  vary,  so 
it  is  important  that  you  read  the  job  announcement  carefully. 

Job  announcement  bulletin  boards  are  located  outside  Room  151 
in  City  Hall  and  at  44  Gough  Street. 

The  EXAM  HOTLINE  (telephone  number  557-4889)  is  a 24- 
hour  recorded  message  that  lists  all  classes  for  which  applica- 
tions will  be  accepted.  Since  job  announcements  are  usually 
posted  on  Friday  mornings,  the  recording  is  updated  every 
Thursday  afternoon.  If  you  call  after  5:00  p.m.  on  Thursdays, 
you  will  know  which  classifications  will  be  opening  for  applica- 
tions on  Friday.  If  you  have  any  questions  concerning  the 
examination  process  and  you  have  a hearing  impairment  or  are 
deaf,  you  may  call  775-9484  (TDD).  If  you  are  interested  in  a 
particular  examination,  you  may  file  a “courtesy  card”  at  44 
Gough  Street.  When  the  classification  opens  for  filing  of 
applications,  this  card  will  be  mailed  to  you.  Cards  are  kept  on 
file  for  one  (1)  year  only. 

Disabled  applicants  are  asked  to  contact  the  Examination  Divi-  ( 

sion  at  the  telephone  number  listed  on  the  job  announcement  if 
they  have  special  needs  for  taking  an  examination. 

Salary  Administration 


Most  classes  of  positions  are  set  in  a salary  range  established  by 
the  Board  of  Supervisors  in  the  Salary  Standardization  Ordi- 
nance. When  you  are  first  employed,  your  salary  is  normally  set 
at  the  first  step  of  the  range.  Upon  completion  of  the  required 
service  (usually  six  months),  permanent  employees  will  be 
advanced  to  the  second  step.  Your  departmental  personnel 
office  can  explain  your  increment  schedule  to  you.  Increments 
will  be  withheld  if  you  are  off  without  pay  for  more  than  1/6  of 
required  service. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year 
and  adjustments  are  made  in  accordance  with  prevailing  rates  in 
private  industry  and  public  agencies  in  the  Bay  Area.  Final 
authority  to  grant  salary  and  fringe  adjustments  rests  with  the 
Board  of  Supervisors. 
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Salaries  of  Registered  Nurses,  uniformed  Police  and  Fire  em- 
ployees and  Municipal  Railway  Operators  are  set  separately 
according  to  Charter  requirements.  Salaries  of  Municipal  and 
Superior  Court  employees  are  set  in  accordance  with  State  Law. 


Appointments  and  Employment  Status 


Appointments 


Permanent  - Eligibles  who  are  appointed  to  permanent  posi- 
tions which  have  been  established  in  the  budget  are  serving 
under  permanent  appointment.  Permanent  appointees  who 
complete  the  probationary  period  and  the  required  service  earn 
sick  pay,  vacation,  and  salary  increments. 

Temporary  and  Provisional  - Some  positions  are  funded  for 
temporary  periods  only  (vacation,  relief,  special  projects,  etc.) 
and  may  be  filled  by  temporary  appointment  from  eligible  lists. 
Provisional  (Non-Civil  Service  and  Limited  Tenure)  appoint- 
ments are  sometimes  made  when  qualified  eligibles  are  not 
available.  People  who  have  provisional  appointments  are  not 
granted  any  credit  or  preference  when  competing  in  the  exami- 
nation for  permanent  appointment.  Temporary  or  provisional 
employees  who  complete  the  required  service  earn  vacation  and 
sick  pay  benefits  but  do  not  earn  salary  increments.  As-needed 
employees  (emergency  or  relief  workers)  are  not  appointed  from 
eligible  lists  and  do  not  earn  vacation  or  sick  pay  benefits. 

General  information  regarding  appointments,  including  informa- 
tion about  eligible  lists,  waivers,  withdrawal  of  waivers,  rein- 
statement and  the  certification  process,  may  be  obtained  at  the 
Civil  Service  Commission  Certification  Unit,  Room  52E  City 
Hall,  554-4352. 

Medical  Examination 


You  may  be  required  to  pass  a medical  examination  as  a condi- 
tion of  employment. 
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If  you  do  not  pass  the  medical  examination,  you  will  be  rejected 
for  employment  and  this  rejection  applies  to  any  other  eligible 
list  on  which  you  may  be  placed.  However,  in  cases  where  the 
medical  condition  may  be  corrected  within  a reasonable  time, 
conditional  appointments  may  be  made. 

Most  medical  examinations  are  conducted  by  the  Center  for 
Municipal  Occupational  Safety  and  Health  (CMOSH)  located  in 
Building  9 at  San  Francisco  General  Hospital  at  the  comer  of 
Potrero  Avenue  and  23rd  Street.  For  more  information,  contact 
the  Civil  Service  Commission  Certification  Unit,  Room  52E 
City  Hall,  554-4352. 


Fingerprinting 


Fingerprinting  is  required  of  most  new  appointees.  The  Civil 
Service  Commission  will  not  authorize  your  appointment  if  you 
fail  to  comply.  Records  of  the  California  Department  of  Justice 
will  be  searched  and  conviction  records,  if  any,  obtained.  Con- 
victions will  be  carefully  reviewed  by  the  Civil  Service  Com- 
mission staff.  A conviction  does  not  necessarily  bar  someone 
from  employment;  each  case  is  given  individual  consideration 
based  on  the  job-relatedness  of  the  offense. 


Probationary  Period 


The  probationary  period  is  the  final  and  most  important  phase  of 
the  selection  process.  This  period  is  used  to  evaluate  your 
ability  as  an  employee  to  perform  the  assigned  duties  of  the 
position  to  which  you  were  appointed. 

All  appointments  to  permanent  civil  service  positions  require 
that  you  serve  either  a six  (6),  nine  (9)  or  twelve  (12)  month 
probationary  period.  During  the  probationary  period,  your  work 
performance  is  evaluated  by  your  supervisor  and  reviewed  by 
higher-level  management. 

A probationary  period  may  be  extended  in  some  cases  due  to 
absence  from  work.  Your  supervisor  or  personnel  officer  will 
explain  the  length  of  the  probationary  period  and  provisions  for 
extending  probationary  periods.  Probationary  periods  may 
under  certain  circumstances  also  be  shortened  by  crediting  prior 
permanent  service  in  the  same  class. 
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Prior  to  the  expiration  of  the  probationary  period,  a department 
head  may  recommend  permanent  appointment;  or,  a department 
head  may  terminate  an  employee  at  any  time  during  the  proba- 
tionary period  if  the  employee  does  not  measure  up  to  the 
expectations  of  the  department.  If  you  are  terminated  during 
your  probationary  period,  your  eligibility  for  future  employment 
with  the  City  and  County  of  San  Francisco  may  be  reviewed  by 
the  Civil  Service  Comission  at  your  written  request. 


Transfer!  Reassignment 


Upon  successful  completion  of  the  probationary  period,  perma- 
nent appointees  may  transfer  from  one  department  to  another  in 
the  same  class.  A properly  completed  transfer  form  approved 
by  the  appointing  officer  in  the  new  department  must  be  filed  in 
the  new  department  and  with  the  Civil  Service  Commission. 

The  current  department  may  require  three  (3)  weeks  notice  prior 
to  your  acceptance  of  a transfer.  A separate  transfer  form  must 
be  submitted  for  each  department  requested  and  you  must  serve 
a new  probationary  period  in  the  department  to  which  you  have 
transferred.  Information  regarding  transfers  may  be  obtained  in 
the  Civil  Service  Commission  Certification  Unit,  Room  52E 
City  Hall,  554-4352. 

A reassignment  within  the  department  does  not  require  Civil 
Service  Commission  approval.  You  may  request  reassignment 
or  the  department  may  reassign  you.  Contact  your  departmental 
personnel  representative  for  more  information. 


Disability  Transfer 


A civil  service  employee,  except  a uniformed  member  of  the 
Police  or  Fire  Department,  who  has  three  years  of  permanent 
service  and  who  becomes  incapable  of  performing  his  or  her  job 
duties,  may  apply  for  a disability  transfer.  Transfers  may  be 
made  to  any  class  within  the  employee’s  capacity  to  perform 
provided  that  the  job  is  paid  at  the  same  or  a lower  compensa- 
tion schedule. 

Contact  your  departmental  personnel  representative  for  informa- 
tion regarding  the  disability  transfer  process. 
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Layoff 


Occasionally,  lack  of  work,  lack  of  funds,  retrenchment,  or 
displacement  by  an  eligible  from  an  eligible  list  may  require  the 
layoff  of  employees.  Generally,  layoffs  occur  by  job  classifica- 
tion in  a department  by  employee  status  in  inverse  order  of 
seniority.  If  you  are  faced  with  the  possibility  of  being  laid  off, 
contact  your  personnel  department.  An  informational  pamphlet 
about  layoffs  is  available  from  your  personnel  department  or  the 
Civil  Service  Commission  Mail  and  Reproduction  Unit,  Room 
52C,  City  Hall. 


Resignation/Re-Employment  (Reappointment) 


If  you  intend  to  resign,  give  your  department  notice  at  least  two 
(2)  weeks  in  advance  so  that  arrangements  can  be  made  to 
replace  you.  Resignation  forms  may  be  obtained  from  your 
department’s  personnel  office. 

Limited  re-employment  privileges  are  extended  to  permanent 
employees  who  have  completed  their  probationary  period  and 
who  have  resigned  with  satisfactory  services.  Before  resigning, 
you  are  requested  to  contact  your  department’s  personnel  office 
or  the  Civil  Service  Certification  Unit,  Room  52E  City  Hall, 
554-4352,  for  information  on  re-employment. 

Change  of  Address! Change  of  Name 


If  you  change  your  address  and/or  your  name,  you  are  to  notify 
your  department’s  personnel  and  payroll  office  immediately. 

If  you  are  an  eligible  on  a civil  service  list,  you  must  also  notify 
the  Civil  Service  Commission  Certification  Unit,  Room  52E 
City  Hall,  on  the  appropriate  form.  If  you  have  a current  appli- 
cation for  examination  on  file,  please  submit  the  appropriate 
form  to  the  Examination  Unit  at  44  Gough  Street,  San  Fran- 
cisco, CA  94103.  Failure  to  do  so  may  result  in  your  missing 
important  information. 

It  is  also  required  that  you  complete  and  sign  a new  withholding 
tax  form  (Form  W-4)  when  you  change  your  name. 


Work  Week , Compensation,  and  Benefits 


The  Work  Week 


Regular  and  prompt  attendance  is  an  important  requirement  of 
your  job.  When  compelling  personal  reasons  require  your 
absence  from  work,  you  must  request  permission  of  your  super- 
visor in  advance.  If  illness  or  some  other  emergency  causes  an 
unplanned  absence,  you  must  notify  your  department  as  soon  as 
possible  on  the  first  day  of  absence  and  keep  the  department 
advised  daily  during  the  absence.  Unauthorized  absence  or 
failure  to  notify  your  department  when  you  are  unable  to  report 
to  work  can  result  in  disciplinary  action  or  termination. 


Working  Hours 


The  normal  work  week  is  40  hours  consisting  of  five  (5)  con- 
secutive 8 -hour  days.  Most  departments  serve  the  public  five 
(5)  days  a week  from  8:00  a.m.  to  5:00  p.m. 

Some  departments  are  required  to  provide  services  twenty -four 
(24)  hours  a day  and  seven  (7)  days  a week.  As  a result,  there  is 
a considerable  variation  in  working  days  and  hours  depending 
upon  individual  assignments.  Your  supervisor  will  advise  you 
of  your  schedule  and  of  your  eligibility  for  night  duty  differen- 
tial pay. 

All  employees  are  expected  to  observe  the  assigned  working 
hours  and  to  remain  on  the  job  except  when  absent  on  official 
departmental  business.  If  a personal  emergency  should  make  it 
necessary  for  you  to  leave  before  the  end  of  the  working  day, 
ask  your  immediate  supervisor  for  permission  to  be  absent. 


Paydays 


Employees  are  paid  bi-weekly,  every  other  Tuesday. 


12 


City  and  County  of  San  Francisco 


Employee  Handbook 


% 

Overtime  I Holiday  Pay 


If  you  are  required  by  your  department  head  to  work  overtime 
because  of  an  emergency,  please  contact  your  department’s 
personnel  office  for  information  on  your  eligibility  for  overtime 
pay  or  compensatory  time  off. 

Employees  required  to  work  on  holidays  should  contact  their 
departmental  personnel  offices  for  information  on  rates  of  pay, 
in-lieu  days  or  compensatory  time  off. 


Payroll  Deductions 


The  following  deductions  are  mandatory  for  all  employees  who 
are  members  of  the  San  Francisco  City  Employees’  Retirement 
System: 

1.  Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance  (SDI)  will  be  taken 
for  those  employees  in  classes  eligible  for  State  Disability 
Insurance  benefits.  For  more  information,  see  your  personnel 
office. 

At  the  present  time,  temporary  employees  have  Federal  and 
State  withholding  taxes,  Medicare  or  Social  Security  (unless 
they  are  participating  in  deferred  compensation)  deducted  and, 
in  some  cases,  health  insurance  coverage. 

For  the  following  voluntary  deductions,  you  must  sign  an 
authorization  form  which  is  obtained  from  your  department’s 
personnel  office: 

1.  Increased  withholding  taxes 

2.  Increased  retirement  deductions 

3.  Employee  organizations  and  union  dues 

4.  Approved  dental  and  other  benefits  plans 

5.  United  States  Savings  Bonds 

6.  Credit  Union 
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7.  United  Way 

8.  Environmental  Federation  of  California 

9.  Combined  Health  Appeal  of  California 

10.  The  Progressive  Way 

11.  Bay  Area  Black  United  Fund 

12.  International  Service  Agency 

13.  Deferred  Compensation 


Retirement 


The  City  and  County  of  San  Francisco  through  its  Retirement 
System  provides  retirement  plan  benefits  to  all  eligible  employ- 
ees. 

Police  and  Fire  officers  are  covered  under  separate  provisions  of 
the  Employee’  Retirement  System.  Materials  describing  these 
plans  may  be  obtained  at  the  Retirement  System  offices  located 
at: 

Members  Services  Division 
1155  Market  Street,  2nd  Floor,  Suite  260 
San  Francisco,  California  94103 
Phone:  554-1550 

The  Miscellaneous  Plan  provides  the  following  to  its 
members: 

1.  Members  must  pay  contributions  to  the  Retire- 
ment System.  Retirement  contributions  can  be  paid 
at  the  full  rate  (7.5%  or  8.0%  of  covered  salary)  or  at 
a reduced  rate  (approximately  1.3%  or  1.8%).  If 
retirement  contributions  are  paid  at  a reduced  rate,  the 
"missing"  contributions  create  a shortage  in  the 
member's  account.  If  the  shortage  is  not  paid  off 
before  retirement,  the  member's  retirement  allowance 
will  be  reduced  proportionately. 

2.  Retirement  contributions  can  be  fully  or  partially 
tax-deferred.  You  must  make  a one-time  choice. 

The  Member  Services  Division  of  the  Retirement 
System  will  provide  information  on  this  matter. 

3.  Contributions  equal  7.5%  of  covered  salary  (exclud- 
ing overtime  earnings)  for  employees  entering  or  re- 
entering City  service  on  or  after  November  2,  1976; 
8.0%  of  covered  salary  (overtime  earnings  included) 
for  employees  entering  or  re-entering  City  service 
prior  to  November  2,  1976. 
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4.  Types  of  Retirement 
A.  Service 

1.  Eligibility 

Any  member  who  completes  20  years  of 
service  and  is  at  least  50  years  of  age,  or  any 
member  who  completes  10  years  of  service 
and  is  at  least  60  years  of  age. 

2.  Retirement  Allowance: 

a)  If  a member  joined  or  re-entered  on  or 
after  November  2. 1976  - Retirement  allow- 
ance equals  1%  of  "final  compensation"  for 
each  year  of  service  at  age  50  to  1.6667% 
of  final  compensation  at  age  60  or  older. 
Final  compensation  means  the  average 
monthly  salary  (excluding  overtime)  earned 
during  the  three  consecutive  years  of  service 
in  which  his  or  her  average  compensation  is 
the  highest. 

b)  If  a member  joined  or  re-entered  prior  to 
November  2. 1976  - Regardless  of  age,  the 
maximum  benefit  equals  1%  of  "final 
compensation"  for  each  year  of  service  at 
age  50  to  2%  of  final  compensation  at  age 
60  or  older.  Final  compensation  means  the 
average  monthly  salary  earned  during  the 
year  of  credited  service  in  which  his  or  her 
average  earned  compensation  is  highest. 

B.  Disability 

1.  Elgibility 

A minimum  of  10  years  of  service  is  re- 
quired. 

2.  Retirement  Allowance 

a)  If  a member  joined  or  re-entered  on  or  after 
Noveber  2,  1976:  Regardless  of  age,  the 
maximum  benefit  equals  1.5%  of  "final 
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compensation"  for  each  year  of  credited 
service  plus  bonus  years  to  age  60.  The 
credited  service  plus  bonus  years  should  not 
exceed  22.222  years.  Final  compensation 
means  the  average  monthly  salary  (exclud- 
ing overtime)  earned  during  the  three  con- 
secutive years  of  service  in  which  his  or  her 
average  compensation  is  the  highest. 

b)  If  member  joined  or  re-entered  prior  to 

November  2,  1976:  Regardless  of  age,  the 
maximum  benefit  equals  1.8%  of  "final 
compensation"  for  each  year  of  credited 
service  plus  bonus  years  to  age  60.  The 
credited  service  plus  bonus  years  should  not 
exceed  22.222  years. 

5.  Death  Benefit:  A death  benefit  equal  to  six  months  eamable 
salary  is  payable  to  the  designated  beneficiary  of  a member  who 
dies  while  employed  by  the  City.  In  addition,  the  designated 
beneficiary  is  entitled  to  a refund  of  all  contributions  and  inter- 
est in  the  member's  retirement  account.  If  the  deceased  em- 
ployee is  qualified  for  a service  retirement  on  the  date  of  death, 
and  he/she  has  designated  as  a beneficiary  a surviving  spouse 
who  was  married  to  him  or  her  for  at  least  one  ( 1 ) full  year 
immediately  prior  to  the  date  of  his  or  her  death,  the  spouse  may 
elect  to  receive  a pension  for  life  or  until  remarriage  equal  to 
50%  of  the  pension  the  decedent  would  have  received  had  he  or 
she  been  retired  on  the  date  of  death  in  lieu  of  the  six-month 
eamable  salary  payment  and  refund  of  contributions. 

6.  Refund  of  employee's  contributions  with  interest  upon 
termination  of  employment. 

7.  Vesting  Retirement:  A provision  allowing  a terminated  mem- 
ber who  has  at  last  5 years  of  service  to  leave  retirement  contri- 
butions in  the  Retirement  System.  The  election  to  vest  is  irrevo- 
cable and  provides  a lifetime  benefit  beginning  at  age  50  based 
on  a City  matching  formula.  The  election  to  vest  must  be  made 
by  the  employee  within  90  days  of  termination  of  employment 
at  the  Retirement  System's  Member  Services  Division. 

8.  Reciprocity:  This  provision  allows  terminating  members  who 
leave  their  contributions  in  the  Retirement  System  and  join  a 
reciprocal  retirement  plan  within  six  (6)  months  to  receive  a 
retirement  allowance  from  both  San  Francisco  and  the  recipro- 
cal plan  when  they  retire  concurrently  from  both  plans. 
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The  reciprocity  election  must  be  made  by  the  employee  upon 
termination  of  employment  at  the  Retirement  System's  Member 
Service  Division. 

No  attempt  is  made  here  to  explain  fully  all  of  the  intricacies  of 
the  Retirement  System  or  its  inter-relationship  with  the  Social 
Security  program.  Staff  will  answer  specific  questions  concern- 
ing retirement  benefits.  For  more  information,  please  contact 
the  Membership  Services  Unit:  1155  Market  Street  (between 
Seventh  & Eighth  Streets)  telephone:  554-1550. 

Members  who  decide  to  retire  should  telephone  the  Retirement 
System  Membership  Services  Division  to  schedule  a personal 
interview  at  least  three  months  prior  to  the  projected  date  of 
retirement.  Interviews  are  by  appointment  only.  Retiring 
members  should  also  contact  their  departmental  payroll  office  to 
make  arrangements  for  payment  in  lieu  of  unused  vacation  and 
vested  sick  leave.  The  Retirement  System  plays  no  role  in  these 
matters. 

With  the  exceptions  of  jury,  voting  officer  duties  and  teachers 
working  in  a limited  capacity  for  the  San  Francisco  Unified 
School  District  or  Community  College  District,  retirees  may  not 
be  paid  for  any  services  performed  for  the  City  on  or  after  the 
effective  date  of  retirement. 


Deferred  Compensation 


The  City  and  County  of  San  Francisco  through  the  Retirement 
System  sponsors  a deferred  compensation  program.  The 
Hartford  Life  Insurance  Company  administers  this  program. 
Materials  describing  the  program  may  be  obtained  at  the  Hart- 
ford offices  located  at: 

The  Hartford  Life  Insurance  Company 
455  Market  Street,  Third  Floor 
San  Francisco,  CA  94105 
Phone:  (415)995-3232 

Hartford  representatives  are  also  available  to  make  worksite 
presentations. 
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Health , Dental  and  Disability  Insurance  Coverage 


The  City  and  County  of  San  Francisco  provides  health,  dental, 
and  accident/sickness  disability  insurance  coverage  through  the 
Health  Service  System. 

All  permanent  employees  are  eligible  for  coverage  as  are  tempo- 
rary employees  who  have  six  (6)  months  of  continuous  service 
and  work  more  than  twenty  (20)  hours  per  week. 

The  City  also  offers  a Flexible  Benefits  Program  which  allows 
an  employee  to  pay  any  required  premiums  for  benefits  on  a 
pre-tax  rather  than  after-tax  basis. 

Each  eligible  employee  may  select  a health,  dental,  and  disabil- 
ity plan  from  those  currently  offered  to  City  and  County  em- 
ployees. The  employee  may  select  one,  all,  or  none  of  the 
benefits  offered. 

The  health  plans  currently  offered  are: 

1 . City  Health  Plan 

2.  Kaiser  Foundation  Health  Plan 

3.  Bridge  way  Plan  for  Health 

4.  Bay  Pacific  Health  Plan 

5.  Heals  Health  Plan 

6.  Foundation  Health  Plan 

The  dental  plans  currently  offered  are: 

1 . Colonial  Life  Dental  Plan 

2.  DentiCare  Dental  Plan 

3.  Safeguard  Dental  Plan 

The  accident  and  sickness  disability  plan  currently  offered  is 
underwritten  by  Colonial  Life  and  Accident  Insurance  Com- 
pany. 

Details  of  the  benefits  and  contribution  rates  of  each  plan  are 
available  from  the  Health  Service  System  Office.  In  general, 
the  City  pays  for  employee  health  coverage  only.  Premiums  for 
dependent  health  coverage  and  all  dental  and  disability  benefits 
are  employee  paid. 


City  and  County  of  San  Francisco 


Employee  Handbook 


Eligible  dependents  of  employees  may  be  enrolled  in  selected 
benefit  plans  at  the  time  of  the  employee’s  original  enrollment. 
After  the  initial  enrollment,  transfer  from  one  benefit  plan  to 
another  may  only  be  made  during  the  annual  open  enrollment 
period,  the  month  of  May,  with  coverage  to  be  effective  July 
1st. 

Employees  who  go  on  authorized  leave  of  absence  without  pay 
must  notify  the  System  of  such  leave  and  continue  to  pay  any 
premiums  in  advance  directly  to  the  Health  Service  System  in 
order  to  maintain  coverage. 

Federal  law  provides  that  any  employee  (including  covered 
dependents)  who  terminates  employment  has  the  option  to 
continue  group  coverage  for  a period  of  up  to  eighteen  (18) 
months  after  loss  of  eligibility. 

Dependents  of  an  employee  who  lose  group  coverage  because  of 
divorce  or  legal  separation  or  because  a child  loses  dependent 
eligibility  have  the  option  to  continue  coverage  through  the 
employer  for  a period  of  up  to  thirty -six  months  after  loss  of 
eligibility. 

The  Health  Service  System  office  is  located  at  1155  Market 
Street,  3rd  Floor.  General  information  may  be  obtained  by 
calling  the  Membership  Division  554-1750. 


Dependent  Care  - Assistance  Program 


The  City  and  County  of  San  Francisco  provides  a Dependent 
Care  Assistance  Program  (DCAP)  which  allows  an  employee  to 
pay  for  certain  eligible  dependent  care  costs  (child  or  elder  care) 
on  a pre-tax  basis. 

This  program  is  administered  by  Benefit  America,  a subsidiary 
of  Colonial  Life  & Accident  Insurance  Company.  Information 
on  this  program  can  be  obtained  from  Colonial  Life  at  (415) 
433-2003  or  the  Health  Service  System  at  1155  Market  Street, 
3rd  Floor. 
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If  you  are  in  a class  approved  for  coverage  under  the  State 
Disability  Insurance  (SDI)  program,  you  are  eligible  for  SDI 
benefits  when  you  incur  any  non-industrial  illness;  and  (a)  have 
contributed  to  SDI  through  payroll  deductions  for  seven  (7) 
months,  and  (b)  have  been  under  the  care  of  a doctor  or  practi- 
tioner during  any  portion  of  the  first  seven  (7)  calendar  days  of 
absence.  Civil  Service  Commission  Rules  require  that  sick 
leave  with  pay  credits  be  used  to  supplement  SDI  benefits  unless 
you  elect  within  seven  (7)  calendar  days  of  the  first  day  of 
absence  one  of  the  following  options: 

1.  to  supplement  SDI  benefits  with  vacation  credits;  or, 

2.  to  supplement  SDI  benefits  with  compensatory  time 

Supplemental  salary  will  be  paid  on  your  normal  bi-weekly 
payday.  This  salary,  when  added  to  the  SDI  benefits  will 
provide  up  to,  but  by  law  cannot  exceed,  your  normal  bi-weekly 
salary.  For  information  regarding  the  filing  of  claims  and/or 
SDI  benefits,  contact  your  payroll  office. 


Transfer  of  Sick  Leave  and/or  Vacation  Credits  to  a 
Catastrophically  III  Employee 


Once  you  have  accumulated  sick  leave  and/or  vacation  credits, 
you  may  donate  a portion  of  your  accumulated  sick  leave  and/or 
vacation  credits  for  use  by  other  City  and  County  employees 
suffering  from  catastrophic  illness.  If  you  become  catastrophi- 
cally ill,  you  may  be  eligible  to  receive  sick  leave  and/or  vaca- 
tion credits  from  City  and  County  employees.  Both  employees 
who  donate  leave  credits  and  employees  who  receive  them  are 
subject  to  certain  limitations  and  restrictions.  Information 
brochures  describing  the  rules  of  this  program  are  available  at 
your  payroll  personnel  office. 
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Union  Dues! Agency  Shop  Fees 


If  you  are  in  a class  represented  by  an  organization  having 
“Agency  Shop”  agreements  with  the  City,  you  are  required  as  a 
condition  of  continued  employment  to  either  join  the  recognized 
employee  organization  or  pay  the  organization  a service  fee  in 
an  amount  not  to  exceed  the  standard  initiation  fee,  periodic  fees 
and  general  assessments  of  that  organization.  For  more  infor- 
mation, contact  your  departmental  personnel  office. 


Social  Security  and  Medicare 


Generally,  all  employees  except  uniformed  members  of  the 
Police  and  Fire  Departments  are  enrolled  in  the  Federal  Social 
Security  System  and  are  subject  to  Social  Security  taxes  which 
will  be  deducted  from  paychecks.  However,  employees  who  are 
not  covered  by  the  Retirement  System  and  who  defer  specified 
minimum  amounts  under  the  City  and  County's  deferred  com- 
pensation program  will  not  be  covered  under  the  Old  Age  and 
Survivors  Disability  Insurance  portion  of  Social  Security  and 
will  not  have  to  pay  that  portion  of  the  tax.  See  your  payroll  or 
personnel  office  for  further  details.  In  general,  all  employees 
are  covered  under  the  Medicare  portion  of  Social  Security 
except  for  employees  hired  before  April  1,  1991,  who  are  not 
covered  by  other  portions  of  Social  Security.  The  Medicare  tax 
will  be  deducted  from  paychecks. 

Credit  Unions 


As  an  employee  of  the  City  and  County  of  San  Francisco,  you 
are  eligible  to  join  one  of  the  following  Credit  Unions  for 
savings  and  low  cost  loans  through  payroll  deduction.  Call  the 
appropriate  Credit  Union  for  further  information: 

City  Employees’  Credit  Union  775-5377 
Firemen  Credit  Union  553-5900 
Police  Credit  Union  564-3800 

Municipal  Railway  Employees’  Federal  Credit  Union  469-8840 

Muni  Shopmens'  Credit  Union  585-8830 

Recreation  and  Parks’  Federal  Credit  Union  661-4652 
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Holidays , Vacation,  and  Leaves 


Holidays 


Holidays  observed  by  the  City  and  County  of  San  Francisco  for 
miscellaneous  employees  are  enumerated  in  the  Salary  Stan- 
dardization Ordinance: 

New  Year’s  Day 

Martin  Luther  King,  Jr.’s  Birthday 

Washington’s  Birthday 

Memorial  Day 

Independence  Day 

Labor  Day 

Columbus  Day 

Veteran’s  Day 

Thanksgiving 

The  day  after  Thanksgiving 
Christmas 

If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is 
observed  as  a holiday.  If  any  of  these  holidays  fall  on  Saturday, 
the  preceding  Friday  is  observed  as  a holiday;  however,  offices 
must  remain  open  and  staffed.  In  addition,  the  City  will  observe 
as  a holiday  any  day  declared  to  be  a holiday  by  the  Mayor 
following  such  declaration  by  the  President  or  Governor. 

You  may  also  take  three  additional  “floating”  holidays  during 
the  fiscal  year  (temporary  employees  will  have  to  wait  six 
months  before  they  are  eligible  to  use  floating  holidays).  Re- 
quests to  use  “Floating  Holidays”  are  subject  to  the  approval  of 
the  appointing  officer  and  the  provisions  of  the  Salary  Stan- 
dardization Ordinance. 

For  further  information  regarding  floating  holidays,  contact 
your  personnel  office. 
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Vacation 


The  City  and  County  provides  annual  vacations  for  all  employ- 
ees who  work  a regular  schedule  and  who  have  completed  one 
(1)  year  or  more  of  continuous  service.  You  do  not  accrue 
vacation  allowance  in  the  first  year  of  continuous  service; 
however,  at  the  end  of  one  ( 1 ) year  of  continuous  service,  you 
will  be  awarded  a vacation  allowance  at  the  rate  of  .0385  of  an 
hour  for  each  hour  of  paid  service  in  the  preceding  year.  After 
one  (1)  year  or  more  of  continuous  service,  vacation  is  accrued 
and  awarded  each  pay  period  in  accordance  with  the  following 
table. 

Years  of  Service  Award 

1 through  5 years  .0385  x number  of  hours  worked 

After  5-15  years  .0577  x number  of  hours  worked 

More  than  15  years  .0770  x number  of  hours  worked 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5) 
and  fifteen  (15)  years  of  continuous  service  and  will  be  com- 
puted at  the  rate  of  .01924  per  hour  for  each  hour  of  paid  service 
in  the  preceding  year,  except  that  the  amount  of  the  vacation 
allowance  shall  not  exceed  forty  (40)  hours.  This  award  will  not 
be  made  nor  can  it  be  taken  until  you  have  reached  your  Anni- 
versary Date  in  your  fifth  (5th)  year  and  fifteenth  (15th)  year. 

No  employee  shall  be  credited  with  more  than  2080  hours  of 
paid  service  in  any  twelve  (12)  month  period  for  purposes  of 
computing  the  vacation  allowance.  The  maximum  vacation 
entitlement  in  any  twelve  (12)  month  period  and  maximum 
accrual  permitted  are  as  follows: 


Years  pf  Service 

1 through  5 years 
More  than  5 years 
More  than  15  years 


12-Mo  Maximum 
Entitlement 

80  hours  (10  days) 
120  hours  (15  days) 
160  hours  (20  days) 


Maximum 

Accumulation 

320  Hours  (40  days) 
360  hours  (45  days) 
400  hours  (50  days) 
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When  a holiday  falls  on  a regular  working  day  during  your 
vacation,  the  holiday  is  not  counted  as  a vacation  day.  If  you 
resign  or  are  separated  after  one  (1)  or  more  years  of  continuous 
service  and  have  not  taken  all  of  your  vacation,  you  will  be  paid 
for  the  accumulated  unused  vacation. 

Your  vacation  period  is  scheduled  by  your  department  head  with 
the  intention  of  accommodating  your  plans,  the  needs  of  the 
department,  and  seniority. 


Leaves  of  Absence 


Leaves  of  absence  are  governed  by  the  following  general  provi- 
sions: 

1 . Leave  requests  must  be  submitted  to  the  Department 
Head  for  approval. 

2.  A request  for  leave  of  more  than  five  (5)  working  days 
must  be  made  on  the  prescribed  form. 

3.  A temporary  appointee  is  limited  to  a leave  that  will 
not  exceed  one  (1)  month.  In  the  case  of  maternity 
leave,  the  leave  may  be  extended  up  to  six  (6)  months. 

As  an  employee  you  may  request  any  of  the  following  types 
of  leaves  of  absence: 


Sick  Leave  with  Pay 

If  you  work  a full  year  (2080  hours),  you  earn  thirteen  (13) 
working  days  per  year  (or  104  hours)  of  paid  sick  leave.  Un- 
used sick  leave  may  be  accumulated  from  year  to  year  until  you 
reach  the  maximum  accumulation  of  one  hundred  and  thirty 
(130)  working  days  (or  1040  hours). 

No  sick  leave  with  pay  is  allowed  during  the  first  six  (6)  months 
of  employment  unless  you  have  previously  earned  sick  leave 
credits. 
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It  is  your  responsibility  to  notify  your  supervisor  when  you  are 
unable  to  report  for  duty  because  of  illness  and  of  the  approxi- 
mate date  of  your  return  to  work.  You  are  reminded  that  sick 
leave  protects  you  against  loss  of  income  while  incapacitated. 
Sick  leave  with  pay,  if  you  have  earned  sick  leave  with  pay 
credits,  may  be  used: 

1 . When  you  are  unable  to  work  because  of  illness  or 
injury,  not  job-incurred; 

2.  For  medical  or  dental  appointments; 

3.  For  absence  due  to  quarantine  declared  by  the  Depart- 
ment of  Public  Health  or  other  authority; 

4.  For  absence  due  to  the  death  of  a member  of  your 
immediate  family  or  other  persons  as  defined  in  the 
Civil  Service  Commission  Rules; 

5.  For  absence  due  to  pregnancy  or  convalescence  period 
following  childbirth;  or, 

6.  For  absence  due  to  illness  or  medical  appointment  of  a 
dependent  child. 

If  you  are  absent  from  your  job  for  more  than  five  (5)  consecu- 
tive working  days,  you  must  submit  to  your  supervisor  a com- 
pleted REQUEST  FOR  LEAVE  form  stating  the  nature  and 
duration  of  your  illness,  signed  by  a doctor,  dentist,  podiatrist, 
licensed  clinical  psychologist,  Christian  Science  practitioner  or 
licensed  doctor  of  chiropractic  medicine. 

Under  certain  conditions,  a department  head  may  require  you  to 
furnish  a doctor’s  certification  for  any  amount  of  absence  due  to 
illness. 


Sick  Leave  Without  Pay 

When  you  are  not  eligible  for  sick  leave  with  pay  because  you 
have  used  all  your  sick  leave  credits  or  do  not  wish  to  use  your 
sick  leave  pay,  you  may  request  sick  leave  without  pay.  The 
maximum  amount  of  sick  leave  without  pay  depends  on  your 
status  and  is  oudined  in  the  Civil  Service  Commission  Rules. 

Absence  on  sick  leave  without  pay  in  excess  of  five  (5)  consecu- 
tive days  requires  a doctor’s  certification  on  a Request  for  Leave 
form.  This  form  is  available  from  your  department’s  personnel 
office. 
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Military  Leave 

Under  certain  conditions,  you  may  be  granted  military  leave. 
Employees  on  military  leave  may  receive  their  regular  salary  or 
compensation  for  a period  not  to  exceed  thirty  (30)  calendar 
days.  More  information  on  military  leaves  may  be  obtained 
from  your  department’s  personnel  office. 


Jury  Duty  Leave 

You  must  notify  your  immediate  supervisor  as  soon  as  you 
receive  a jury  summons.  Any  employee  who  is  called  to  jury 
duty  for  a Municipal,  State  or  Federal  Court  during  working 
hours  is  allowed  the  regular  salary  less  the  amount  of  jury  fees 
paid  while  serving  as  a juror. 

You  must  obtain  from  the  Jury  Commission  or  Court  Clerk  a 
“Jury  Duty  Certification.”  The  Jury  Duty  Certification  is  to  be 
given  promptly  to  your  personnel  office  or  timekeeper  in  order 
to  receive  your  regular  salary. 


Educational  Leave 

Leaves  for  the  purpose  of  securing  additional  education  in  a 
field  related  to  your  position  may  be  granted  if  you  are  a perma- 
nent employee  for  the  period  required  to  complete  the  course 
work.  Contact  your  department  personnel  office  for  information 
on  educational  leaves. 


Family  Care  Leave 

If  you  have  completed  your  probationary  period  and  have  one 
(1)  or  more  years  of  service  in  any  status,  you  may  be  granted 
up  to  one  (1)  year  of  family  care  leave  for  the  birth  of  a biologi- 
cal child;  the  assumption  of  parenting  or  child  rearing  responsi- 
bilities; the  serious  illness  or  health  condition  of  a family  mem- 
ber, spouse  or  domestic  partner,  your  parent  or  the  parent  of 
your  spouse  or  domestic  partner,  a biological  or  adoptive  child 
or  a child  for  whom  you  have  parenting  or  child  rearing  respon- 
sibilities; and  the  mental  or  physical  impairment  of  your  family 
member,  your  spouse  or  domestic  partner,  your  parent  or  parent 
of  your  spouse  or  domestic  partner,  a biological  or  adoptive 
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child,  or  a child  for  which  you  have  parenting  or  child  rearing 
responsibilities  which  impairment  renders  that  person  incapable 
of  self-care. 

Family  Care  Leave  is  unpaid  leave;  however,  this  leave  may  be 
granted  in  addition  to  accumulated  compensatory  time  off, 
vacation  time,  floating  holiday  time  or  sick  leave  as  granted 
under  the  provisions  of  the  Sick  Leave  for  Illness  or  Medical 
Appointment  of  Child. 

Y ou  may  contact  your  personnel  office  for  information  on 
family  care  leave. 


Religious  Leave 

You  may  be  granted  religious  leave  when  personal  religious 
beliefs  require  that  you  abstain  from  work  during  certain  periods 
of  the  work  day  or  work  week.  Religious  leave  is  without  pay 
unless  you  elect  to  use  accumulated  compensatory  time  off, 
vacation  time,  or  floating  holiday  time. 


Personal  Leave 

Personal  leave  may  be  taken  for  any  reason  that  is  not  covered 
in  Civil  Service  Commission  Rule  22  - Leaves  of  Absence.  If 
you  are  a permanent  employee,  personal  leave  may  be  approved 
for  a period  of  up  to  twelve  (12)  months  within  any  two  (2)  year 
period.  If  you  are  a temporary  or  provisional  employee,  per- 
sonal leave  may  be  approved  only  if  a replacement  for  your 
position  is  not  required  for  your  position  and  for  a maximum  of 
one  (1)  month. 
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Health  and  Safety 


Safety 


Safety  is  everybody’s  job.  Be  alert  at  all  times  to  safety  haz- 
ards. If  you  see  an  unsafe  act  or  condition,  either  correct  it 
yourself  or  report,  it  to  your  supervispri 

Remember  that  accidents  don’t  just  happen  - they  are  caused  by 
people.  There  is  no  job  so  important  that  time  cannot  be  taken 
to  do  it  safely.  What  may  seem  like  a shortcut  might  cost  you 
long  weeks  in  the  hospital.  For  reasons  of  safety,  clothing  and 
footwear  appropriate  to  the  type  of  work  being  performed  is  to 
be  worn. 

Do  not  engage  in  playful  activities  which  might  result  in  injury 
to  yourself  or  others. 

Your  department  has  a written  Illness  and  Injury  Prevention 
Program  which  includes  employee  instruction  and  training, 
periodic  inspections,  and  correction  of  unsafe  conditions. 


On-the-job  Injury  and  Workers’  Compensation 


The  Retirement  System  administers  the  benefit  provisions  of  the 
Workers’  Compensation  Laws  of  the  State  of  California  through 
its  Compensation  Division.  These  benefits  cover  ALL  City  and 
County  employees,  including  those  of  the  Community  College 
and  Unified  School  District  - both  temporary  and  permanent. 

Hpw  tp  report  your  injury: 

If  you  are  injured  at  work  or  because  of  your  work,  report  the 
injury  to  your  supervisor  immediately. 

Initial  Report; 

1.  Under  State  law  you  must  file  your  claim  within  one 
(1)  year  from  the  date  of  an  accident  or  within  one  (1) 
year  from  the  date  that  you  have  been  advised  by  a 
physician  that  you  have  sustained  an  occupational 
injury. 
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2.  Prompt  reporting  assures  that  your  injury  will  receive 
adequate  medical  attention  and  that  other  applicable 
benefits  will  be  provided  on  a timely  basis. 

3.  Your  immediate  supervisor  must  be  notified  of  any 
industrial  incident  and  will  be  responsible  for  follow- 
ing through  on  further  reporting  requirements. 

When  to  Report: 

1 . Where  there  has  been  a specific  event  which  results  in 
injury,  you  are  required  to  report  the  incident  immedi- 
ately to  your  supervisor.  In  all  cases  your  injury  is  to 
be  reported  by  the  end  of  your  scheduled  work  shift. 

2.  If  you  are  uncertain  as  to  any  specific  event  but  have 
reason  to  believe  that  symptoms  are  related  to  on-the- 
job  exposure,  you  are  to  report  the  symptoms  and 
suspicion  of  industrial  causation  to  your  supervisor 
immediately.  In  no  event  should  the  injury  be  re- 
ported later  than  after  the  start  of  your  next  scheduled 
shift. 

The  supervisor  is  required  to  provide  you  with  an  Em- 
ployee’s Claim  For  Workers’  Compensation  Benefits 
within  24  hours  of  your  reporting  of  any  injury.  Please 
complete  the  form  and  return  it  immediately  to  your  super- 
visor. Your  supervisor  will  provide  you  with  a dated  copy 
of  the  form. 

The  supervisor  is  required  to  complete  an  Employer’s 
Report  on  Occupation  Injury  or  Illness  (F-2)  for  any  injury 
or  occupational  disease  that  an  employee  reports  as  the 
result  of  their  job  and  meets  the  criteria  for  reporting  as 
outlined  on  the  top  of  the  F-2.  The  remarks  section  on  the 
back  of  the  F-2  Form  should  be  used  for  comments. 

You  cannot  complete  or  sign  your  own  F-2.  The  Depart- 
ment keeps  a copy  in  its  file. 

The  instructions  on  the  top  of  the  F-2  Form  are  as  follows: 

California  law  requires  an  employer  to  report  within  five 
days  every  industrial  injury  or  occuptional  disease  which: 
(a)  results  in  lost  time  beyond  the  day  of  injury,  or  (b) 
requires  medical  treatment  other  than  first  aid. 
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PLEASE  NOTE:  In  addition,  if  death  results  or  if  the 
injury  or  illness:  (a)  requires  inpatient  hospitalization  of 
more  than  24  hours  or  other  than  medical  observation;  (b) 
results  in  loss  of  any  member  of  the  body;  or  (c)  produces 
any  degree  of  permanent  disfigurement,  the  nearest  district 
office  of  the  California  Division  of  Occupational  Safety 
and  Health  must  be  notified  immediately  by  telephone  or 
telegraph.  This  notification  is  not  required,  however,  if 
the  injury  or  death  results  from  an  accident  on  a public 
street  or  highway. 

Please  note  that  the  F-2  does  not  have  to  be  completed  for 
any  injury  where  only  first  aid  is  provided.  An  example 
would  be  a band  aid  for  a cut.  If  the  first  aid  treatment 
requires  medical  services  that  will  require  payment  of  the 
medical  provider,  an  F-2  Form  is  required. 

Medical  Treatment: 

If  medical  care  is  necessary,  you  are  to  report  immediately  to 
the  FRANCISCAN  TREATMENT  ROOM,  Saint  Francis 
Memorial  Hospital,  1150  Bush  Street,  San  Francisco.  The 
Franciscan  Treatment  Room  is  open  8:00  a.m.  to  5:00  p.m. 
Monday  - Friday.  If  your  injury  occurs  outside  the  above  time 
periods,  report  to  the  Emergency  Treatment  Room  at  St. 

Francis. 

In  case  of  severe  traumatic  injury  call  for  medical  assistance 
immediately,  call  Emergency  Services  (911).  If  you  are  outside 
San  Francisco,  go  to  the  nearest  Emergency  Hospital  for  treat- 
ment. Notify  your  supervisor  as  soon  as  possible. 

If  you  are  an  employee  of  San  Francisco  General  Hospital  go 
directly  to  the  Hospital’s  emergency  service  or  employee  health 
center  as  directed  by  your  supervisor. 

If  your  industrial  injury  requires  more  than  clinical  care  at  the 
Franciscan  Treatment  Room,  you  will  be  referred  to  our  panel 
of  medical  specialists,  and  treatment  will  be  provided  in  the 
specialists’  private  office. 

The  Retirement  System  does  not  accept  liability  for  the  expense 
of  medical  treatment  obtained  elsewhere  through  your  choice 
unless:  (1)  there  is  a valid  emergency,  (2)  special  authorization 
has  been  obtained  from  the  Workers’  Compensation  Division 
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for  outside  treatment,  or  (3)  you  have  a letter  on  file  with  the 
Workers’  Compensation  Division,  indicating  the  name  and 
address  of  your  personal  physician. 

Benefits: 

Temporary  disability  benefits  are  paid  in  accordance  with 
schedules  set  by  State  law.  These  benefits  are  generally  less 
than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  department’s  payroll 
section  for  supplemental  sick  pay  benefits  authorized  in  Civil 
Service  regulations  to  make  up  the  difference  between  your 
normal  salary  and  the  amount  paid  to  you  in  Workers’  Compen- 
sation benefits.  The  extent  to  which  this  is  possible  will  depend 
on  the  amount  of  your  accumulated  sick  leave. 

Permanent  Disability  Compensation  Benefits  will  be  paid  if  the 
injury  you  sustained  results  in  a permanent  physical  impairment 
that  lessens  your  ability  to  work. 

Vocational  Rehabilitation  is  a part  of  your  Workers’  Compensa- 
tion benefits.  If  you  are  unable  to  return  to  your  usual  job  duties 
because  of  injuiy,  you  may  be  entitled  to  rehabilitation  benefits 
to  assist  you  in  returning  to  work. 

Further  Assistance 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of 
Workers’  Compensation  benefits.  The  Workers’  Compensation 
Division  has  the  responsibility  for  the  administration  of  benefits 
for  employees  injured  in  the  course  of  employment.  If  any 
question  arises  with  the  handling  of  your  claim  for  Workers’ 
Compensation  Benefits,  call  554-1777. 

For  additional  information,  you  may  contact  the  Information 
and  Assistance  Officer  of  the  State  Division  of  Industrial  Acci- 
dents by  calling  1-800-736-7401. 
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Employee  Assistance  Program  (E.A.P.) 


The  Department  of  Public  Health  provides  confidential  informa- 
tion and  referral  services  for  City  employees  and  their  families. 
Under  this  program,  information  is  available  on  alcoholism, 
drug  abuse,  marital  and  family  problems,  emotional 
stress,  and  other  related  problems.  Information  on  services 
available  through  the  program  can  be  obtained  at  554-9580. 

In  addition  to  the  Employee  Assistance  Program  (E.A.P.),  the 
following  agencies  are  available  to  assist  employees  with  prob- 
lems in  the  following  areas: 

I.  Alcohol/Drug  Information  and  Referral 

1.  National  Council  on  Alcoholism  (NCA), 
861-4000 

2.  Alcoholism  Information  and  Rehabilitation 
Services  (AIRS),  231-3132 

3.  Drug  Line,  752-3400 

) II.  Mental  Health 

1.  Mental  Health  Information  and  Referral 
Line,  387-5100 

2.  Suicide  Prevention  Inc.,  221-1423 

HI.  Consultation 

1.  National  Council  on  Alcoholism  (NCA), 
861-4000 

2.  Community  Substance  Abuse  Services 
(CSAS)  Division  of  Alcohol/Drug  Pro- 
grams, 255-3500 

If  you  are  engaged  in  activities  funded  by  Federal  grant,  you 
must  notify  the  department  head  of  any  criminal  drug  statute 
conviction  for  a violation  occurring  in  the  workplace  no  later 
than  five  days  after  such  conviction. 

Information  about  the  dangers  of  chug  abuse  in  the  workplace 
and  available  drug  counseling  and  rehabilitation  services  is 
available  from  the  Employee  Assistance  Program. 
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Employee  Services  and  Responsibilities 


College  Training  and  Tuition  Reimbursement 


The  Civil  Service  Commission  co-sponsors  several  classroom 
training  programs  offered  at  the  Civil  Service  College  of  San 
Francisco  Community  College  District.  Class  information  is 
available  by  calling  267-6500. 

The  Commission  also  provides  limited  tuition  assistance  to 
permanent  employees  who  are  improving  current  job  skills  or 
preparing  for  promotion.  For  more  information,  call  557-4945. 


Management  Development  ( Training ) Program 


The  Civil  Service  Commission  Management  Development 
(Training)  Unit  provides  in-service  management  training  pro- 
grams for  executives,  mid-managers,  and  line  supervisors. 
Workshops  are  offered  throughout  the  year  and  are  funded 
through  the  Central  Management  Training  Fund.  Interested 
managers  may  call  the  Management  Development  (Training) 
Unit  at  557-4945  for  a listing  of  current  workshops  and  for 
scheduling  information. 


Performance  Appraisal 


You  are  entitled  to  a periodic  evaluation  of  your  job  perfor- 
mance. Managers  are  required  to  prepare  performance  apprais- 
als according  to  the  citywide  system  adopted  by  the  Civil  Ser- 
vice Commission.  The  procedures  specify  two  reports  during  a 
six-month  probationary  period;  three  reports  during  a one-year 
probationary  period;  annual  reports  for  permanent  and  tempo- 
rary employees.  Non-Civil  Service  employees’  performance 
should  be  evaluated  after  the  first  90  days,  then  annually. 

The  purposes  of  the  appraisal  system  are  to  delineate  duties  and 
responsibilities,  to  provide  feedback  to  employees  on  perform- 
ance, to  identify  training  needs,  to  improve  effectiveness,  to 
provide  a basis  for  career  development,  and  to  assure  the  public 
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of  quality  service.  Such  a system  is  an  essential  tool  for  mana- 
gerial decision-making  and  assists  in  communications.  It  as- 
sures that  you  have  a regular,  systematic  record  of  your  per- 
formance and  development. 


Additional! Outside  Employment 


Additional  or  outside  part-time  employment  for  full-time  em- 
ployees is  permitted  under  certain  conditions  and  requires  the 
written  approval  of  the  employee’s  department  and  the  Civil 
Service  Commission.  The  additional  employment  must  not 
interfere  with  the  employee’s  regular  City  job  and  cannot 
exceed  twenty  20  hours  per  week.  Such  employment  while  on 
sick  leave  may  be  permitted  if  approval  is  secured  as  outlined  in 
the  Civil  Service  Commission  Rules. 


Forms  for  applying  for  permission  to  engage  in  outside  employ- 
ment are  available  from  your  department’s  personnel  and  pay- 
roll office  or  in  Room  52E,  City  Hall.  For  more  information, 


call  554-4341. 


Employment  Verification 


When  providing  information  for  the  purpose  of  verifying  your 
employment,  be  certain  to  list  the  department  as  the  employer, 
not  the  City  and  County  of  San  Francisco.  Verifications  sent  to 
the  Civil  Service  Commission  will  be  forwarded  to  your  current 
department.  If  you  list  your  employer  as  “City  and  County  of 
San  Francisco”  or  “San  Francisco  Civil  Service,”  there  will  be  a 
delay  while  Civil  Service  Commission  staff  researches  person- 
nel records  to  locate  your  department  and  then  routes  the  verifi- 
cation request  to  your  department.  Consider  each  City  and 
County  department  you  worked  for  as  a SEPARATE  EM- 
PLOYER. Be  certain  that  a separate  request  to  verify  your 
employment  goes  to  each  department  where  you  have  worked. 
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Charter  Provisions  Relating  to  Disciplinary  Action  Against 
Striking  Employees  Other  than  Members  of  the  Police  and 
Fire  Department 


This  Charter  Section  was  passed  by  the  electorate  on  November 
2,  1976.  The  impetus  for  the  passage  of  this  Charter  section  was 
the  public’s  dissatisfaction  with  the  38-day  strike  by  certain 
segments  of  the  City  and  County’s  work  force.  It  was  the 
public’s  intention  to  require  dismissal  of  any  striking  employee. 
The  section  establishes  a committee  of  five  (5)  members  - the 
presidents  of  the  Civil  Service,  Public  Utilities,  Airport,  Fire, 
and  Police  Commissions  - to  carry  out  the  dismissals. 

Significantly,  Section  8.346  removes  any  discretionary  ability 
from  the  Mayor’s  Office,  Board  of  Supervisors,  Civil  Service 
Commission,  department  heads,  etc.,  in  processing  the  discipli- 
nary penalties  against  striking  employees  if  they  have  engaged 
in  any  form  of  job  action  including: 

. . the  willful  failure  to  report  for  duty,  the  willful  absence 
from  one’s  position,  any  concerted  stoppage  or  slowdown  of  work, 
any  concerted  interruption  of  operations  or  services  by  employees, 
or  the  willful  abstinence  in  whole  or  in  part  from  the  full,  faithful, 
and  proper  performance  of  the  duties  of  employment,  for  the 
purpose  of  inducing,  influencing,  or  coercing  a change  in  the 
conditions  of  employment. . . 

The  Charter  provision  also  indicates  that  . . No  officer, 
board,  commission,  or  committee  of  the  City  and  County  of  San 
Francisco  shall  have  the  power  to  grant  amnesty  to  any  person 
who  has  violated  any  of  the  provisions  of  this  section,  and  such 
officer  or  bodies  shall  not  grant  amnesty  to  any  person  who  has 
violated  any  of  the  provisions  of  this  section. . . .”  (emphasis 
added). 

A number  of  employees  have  asked  whether  Section  8.346 
remains  legally  enforceable  in  light  of  a recent  case  holding  that 
certain  public  employee  strikes  are  not  per  se  illegal  under  State 
law.  The  City  Attorney  informs  us  that  the  case,  Los  Angeles 
County  Sanitation  Dist.  No.  2 v.  Los  Angeles  County  Employ- 
ees Association,  does  not  affect  Charter  prohibitions  on  strikes. 
Therefore,  Section  8.346  remains  enforceable. 
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Whistleblower  Program 


The  Whistleblower  Program  or  the  Improper  Goverment  Activities 
Office  investigates  violations  of  City,  State,  or  Federal  Laws  by  City 
employees.  The  program  is  designed  to  help  the  City  save  money, 
protect  its  property,  build  public  trust  and  confidence,  and  correct 
harmful  and  improper  goverment  activities.  Improper  activities  include 
economic  waste,  fraud,  bribery,  theft,  sexual,  and  racial  harassment, 
misuse  of  City  property  anmd  unfair  employment  practices. 

The  identity  of  persons  reporting  alleged  improper  government 
activities  is  kept  confidential  to  the  extent  necessary  to  conduct  an 
adequate  investigation. 

The  1989  ordinance  that  estabalished  the  Improper  Government  Activi- 
ties Office  prohibits  acts  of  reprisal  or  retaliation  against  individuals 
who  report  allegations  of  misconduct.  The  Whistleblower  Program  is 
located  at  1390  Market  Street,  Suite  230,  San  Francisco,  CA  94102, 
(415)554-8722. 


Telephones 


The  telephone  is  an  essential  part  of  conducting  business.  Proper 
telephone  usage  is  important:  the  impression  that  many  persons  have  of 
City  government  is  influenced  by  their  telephone  contacts.  The  follow- 
ing steps  should  help  you  transact  business  in  a pleasant,  efficient 
manner: 

When  receiving  calls,  always: 

1 . Answer  promptly.  (Try  to  answer  by  the  third  ring). 

2.  Give  your  name  and  department. 

3.  Offer  to  take  a message  if  the  person  called  is  not  available. 

4.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1 . Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  as  short  as  possible. 

4.  Be  courteous  and  friendly. 

Information  regarding  the  use  of  your  department’s  telephone  system 
can  be  obtained  from  your  supervisor.  The  telephone  must  be  used 
only  for  conducting  City  and  County  business. 
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How  to  Recycle  Your  Office  Paper  as  a City  Employee 


In  March  1988,  the  Board  of  Supervisors  unanimously  adopted  a 
resolution  making  office  paper  recycling  a City  policy  of  highest 
priority.  The  City  and  County  of  San  Francisco  boasts  one  of 
the  best  City -run  office  paper  recycling  programs  in  the  country. 

In  1989,  City  employees  recycled  300  tons  of  white  office  paper 
and  computer  paper  and  raised  $37,000  for  the  City’s  General 
Fund. 

We  hope  that  as  a new  City  employee  you  will  become  involved 
in  our  recycling  efforts.  Your  office  should  have  conveniently 
located  central  recycling  bins,  and  employees  should  have  an 
individual  recycling  box  for  storing  paper  at  their  desks. 

If  you  would  like  a recycling  box  or  any  additional  information 
about  this  or  any  other  San  Francisco  recycling  program,  please 
call  554-6194. 

Your  Responsibility  in  Case  of  Emergency 

~ ~ ; ~ ^ ^ i 

If  a local  emergency  is  proclaimed  by  the  Mayor  of  San  Fran- 
cisco or  a duly  authorized  City  official  because  of  an  actual  or 
threatened  disaster  such  as  earthquake,  fire,  riot,  etc.,  City 
employees  may  be  required  to  provide  services  during  the 
emergency  and  recovering  periods. 

Potential  for  Growth 


The  City  and  County  of  San  Francisco  offers  many  career 
promotional  opportunities  and  is  built  around  the  merit  prin- 
ciple. Hiring  and  promotion  take  place  on  a competitive  basis 
so  that  all  candidates  for  appointment  or  promotion  have  equal 
opportunity  for  a job  or  for  advancement.  By  doing  your  best  in 
your  present  job  and  continually  preparing  for  those  jobs  ahead, 
you  serve  the  public,  the  City  and  County,  and  yourself. 

WELCOME 

AND 

GOOD  LUCK! 
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Office  of  the  Mayor 
San  Francisco 


FRANK  M.  JORDAN 


Dear  San  Francisco  Employee: 

Congratulations  and  welcome  to  your  job  with  the 
City  and  County  of  San  Francisco. 

In  recent  years,  work  in  the  public  sector  has  become 
more  and  more  challenging  and  difficult.  San 
Franciscans  have  come  to  rely  heavily  on  the  creativ- 
ity and  dedication  of  their  public  employees,  in  the 
face  of  declining  budgets  and  difficult  urban  prob- 
lems. I hope  you  will  feel  free  to  present  your  ideas 
and  suggestions  on  how  we  can  best  serve  the  commu- 
nity. 

I look  forward  to  working  with  you  during  your 
service  to  the  City  and  County  of  San  Francisco. 

Sincerely, 


FRANK  M.  JORDAN 
Mayor 


2(H)  CITY  HALL.  SAN  FRANCISCO,  CALIFORNIA  *4102 
4415 1 554-6141 
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A BRIGHT  FUTURE  IN  FOCUS 


You  will  see  “Civil  Service  2000:  Leading  San  Francisco  Forward”  throughout  this 
Handbook  and  other  Civil  Service  publications.  It  refers  to  a philosophy  that  drives  our  efforts 
now  and  in  the  next  several  years  to  plan  for  and  effect  change,  and  set  the  pace,  to  ensure  the 
quality  and  diversity  of  the  City  and  County  work  force  by  the  21st  Century. 

Please  pay  particular  attention  to  the  opening  section,  “Valuing  Diversity  in  the 
Workplace,”  which  explains  the  City  and  County’s  commitment  to  the  concept  and  practice  of 
respect  on  the  job. 

As  a City  and  County  of  San  Francisco  employee,  the  dedication  and  enthusiasm  you 
bring  to  your  work  definitely  represents  our  strongest  and  brightest  investment  for  the  future. 

The  City  and  County  depends  on  your  excellence.  As  a member  of  this  work  force,  you 
may  be  the  first  contact  that  a member  of  the  public  has  with  a City  and  County  service  or 
department.  Therefore,  to  that  person  you  represent  the  entire  City  and  County  work  force. 
Since  people  often  judge  an  agency  or  organization  by  a first  impression,  we  are  relying  on  you 
to  make  a positive  and  lasting  one. 

On  a daily  basis,  remind  yourself  that  your  conduct,  especially  with  members  of  the 
public,  reflects  the  City  and  County's  values.  A key  element  of  your  success  on  the  job  is  your 
ability  to  treat  members  of  the  public,  whether  it's  in  person,  by  letter  or  over  the  phone,  with 
kindness  and  respect.  Be  positive  and  affirmative.  Take  pride  in  your  work.  Encourage  your 
co-workers  to  do  the  same.  Remember  that  one  person's  actions  may  impact  an  entire  work 
force.  Give  us  the  best  you've  got. 

With  all  best  wishes  for  your  success, 


Albert  C.  Walker 
General  Manager,  Personnel 


niwil  Farvir.a  9000-  I aarilnn  Gan  Franniarn  Fnrwarri 


5 


City  and  County  of  San  Francisco 


Employee  Handbook 


THE  EMPLOYEE  HANDBOOK: 
KEY  TO  A WORK  CULTURE 


The  Employee  Handbook  has  a dual  role:  educating  employees  who  are 
new  to  City  and  County  service  and  serving  as  a resource  for  current  employees. 
The  Handbook  contains  information  on  current  personnel  rules,  policies, 
procedures,  services  and  benefits,  and  is  to  be  used  as  a basic  reference  guide. 

While  every  attempt  has  been  made  to  cover  a variety  of  topics  and 
ensure  accuracy  of  information,  the  Handbook  may  not  be  entirely  comprehen- 
sive. If  there  is  a discrepancy  or  omission,  the  current  official  ordinance, 
regulation.  Civil  Service  Commission  Rule  or  your  department’s  policy  governs. 

The  City  and  County  of  San  Francisco  reserves  the  right  to  change  or 
modify  the  terms  and  conditions  set  forth  in  this  Handbook.  The  provisions  of 
this  Handbook  do  not  constitute  a contract  of  employment.  Property  or  other 
rights  in  employment  are  governed  by  various  labor  agreements,  applicable 
Charter  provisions.  City  and  County  ordinances,  and  Civil  Service  Commission 
Rules. 


The  personnel  representative  of  your  department  will  be  able  to  help  you 
in  the  event  that  you  need  more  information  about  any  of  the  topics  presented. 
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VALUING  DIVERSITY  IN  THE 
WORKPLACE 


Valuing  diversity  in  the  workplace  is  all  about  learning  to  live  with  one 
another  on  the  job.  The  City  and  County  of  San  Francisco  has  strictly  enforced 
policies  that  protect  your  rights  and  the  rights  of  your  co-workers  on  diversity  issues. 

Policy  on  Affirmative  Action  an<3  Equal 
Employment  Opportunity 

The  City  and  County  of  San  Francisco  is  committed  to  equal  employment 
opportunity  and  a program  of  affirmative  action.  It  is  the  policy  of  the  City  and 
County  to  ensure: 

equal  opportunity  to  all  persons  with  disabilities  in  or  seeking  employ- 
ment in  City  and  County  service; 

that  selection  of  employees  to  positions  within  the  City  and  County  be 
made  on  the  basis  of  merit  and  fitness  without  discrimination; 

that  continuing  programs  be  maintained  to  provide  equal  employment 
opportunities  to  women,  minorities  and  persons  with  disabilities  to 
achieve  meaningful  employment  at  all  levels. 

Vigorous  enforcement  of  the  laws  against  discrimination  will  be  carried  out 
at  every  level  of  each  department  to  ensure  that  all  persons,  regardless  of  relationship, 
race,  religion,  sex,  national  origin,  ethnicity,  age,  physical  or  mental  disability, 
political  affiliation,  sexual  orientation,  ancestry,  marital  status,  color,  medical 
condition  (cancer-related,  HIV  infection  or  Acquired  Immune  Deficiency  Syndrome 
[AIDS] ) or  other  non-merit  factors,  will  have  equal  access  to  positions  in  the  City  and 
County  service,  limited  only  by  the  ability  to  do  the  job. 

Bolky  op  Resprct  for  All  Persons 

The  City  and  County  of  San  Francisco  values  the  multicultural  diversity  of 
its  population  and  its  work  force,  and  it  is  the  policy  of  the  City  and  County  to  treat 
all  persons  respectfully.  For  that  reason,  the  City  and  County  prohibits  any  of  its 
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employees  and  officials  from  using  slurs  against  any  person  on  the  basis  of  race , color, 
sex,  national  origin,  ancestry,  age,  sexual  orientation  or  disability.  A slur  is  a word 
or  combination  of  words  that  inflicts  injury,  does  not  offer  opportunity  for  response, 
does  not  appeal  to  rational  faculties,  or  is  a nonessential  or  gratuitous  aspect  of  any 
exposition  of  fact  or  opinion.  Evidence  of  usage  of  such  slurs  will  be  documented 
in  the  employee's  job  performance  evaluation  and  will  be  considered  in  evaluating 
the  employee's  fitness  for  City  and  County  service. 

Policy  Prohibiting  Sexual  Harassment 

The  sexual  harassment  of  City  and  County  employees  is  prohibited  by  the  San 
Francisco  Administrative  Code  and  other  laws.  Sexual  harassment  consists  of 
unwelcome  and  unsolicited  sexual  conduct,  including  overtures,  advances  and  other 
sexually  harassing  verbal  or  physical  conduct.  Sexual  harassment  also  includes  visual 
forms  of  harassment  such  as  sexually  explicit  posters,  graffiti  or  other  written 
documents  containing  sexually  offensive  information. 

Sexual  harassment  occurs  w'hen  this  type  of  behavior  unreasonably  interferes 
with  work  performance;  creates  an  intimidating,  hostile  or  offensive  working 
environment;  influences  or  affects  the  career,  salary,  working  conditions,  job  or  other 
aspects  of  career  development  of  an  employee  or  prospective  employee;  or  is  an 
explicit  or  implicit  term  or  condition  of  employment. 

These  are  some  examples  of  sexual  harassment; 

-verbal  harassment  (e.g.,  epithets,  derogatory  comments  or  slurs); 

-physical  harassment  (e.g.,  assault,  impeding  orblocking  movement,  gestures 
or  any  physical  interference  with  normal  work  or  movements); 

-visual  forms  of  harassment  (e.g.,  derogatory  posters,  letters,  poems,  graffiti, 
cartoons  or  drawings);  or 

-requests  for  sexual  favors  or  unwanted  sexual  advances. 

If  you  feel  you  are  being  sexually  harassed,  you  should  inform  your  supervisor 
or  other  responsible  official  immediately.  Supervisory  employees  are  required  to 
take  corrective  action  if  employees  are  being  subjected  to  sexual  harassment. 

The  Civil  Service  Commission's  Discrimination  Complaint  Procedure  is 
available  to  review  and  resolve  allegations  of  sexual  harassment.  City  officials  or 
employees  who  are  found  to  engage  in  sexual  harassment  are  subject  to  disciplinary 
action. 
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jP9lky  ?n  Language  .Piyeraty 

The  Civil  Service  Commission  recognizes  that  the  cultural  and  racial  compo- 
sition of  San  Francisco  and  its  work  force  is  rapidly  changing.  Therefore,  the  City 
and  County  has  established  a policy  which  states  that,  with  few  exceptions,  an 
employee’s  use  of  a language  other  than  English  in  the  workplace  is  a legally 
protected  right. 

Any  rule  which  requires  employees  to  speak  only  English  at  all  times  may 
result  in  unlawful  discrimination.  Accordingly,  a City  and  County  department  may 
have  a rule  requiring  that  employees  speak  only  English  at  certain  times,  if  the 
department  can  show  that  the  rule  is  justified  by  business  necessity;  notifies 
employees  of  the  rule  and  of  the  circumstances  when  speaking  only  English  is 
required;  and  informs  employees  of  the  consequences  of  violating  the  rule. 

Reasonable  Accommodation  for  Employees  with  Disabilities 

The  City  and  County  of  San  Francisco  is  firmly  committed  in  its  implemen- 
tation of  the  Americans  With  Disabilities  Act  of  1990  (ADA). 

The  ADA  prohibits  discrimination  against  persons  with  disabilities.  The 
following  are  regarded  as  persons  with  disabilities:  1)  an  individual  who  has  a 
physical  or  mental  impairment  that  substantially  limits  one  or  more  major  life 
functions;  2)  an  individual  who  has  a record  of  a disability;  3 ) an  individual  regarded 
as  having  a disability  and  4)  an  individual  associated  with  a person  with  a disability. 

If  you  have  a disability  and  you  need  an  accommodation  in  order  to  perform 
the  essential  functions  of  your  job,  inform  your  supervisor  or  your  department 
personnel  representative  immediately.  Requests  will  be  evaluated  on  a case  by  case 
basis. 

Disability  Transfer  Program 

A civil  service  employee,  except  uniformed  members  of  the  Police  or  Fire 
Department,  who  has  three  years  of  permanent  service  and  who  becomes  incapable 
of  performing  his  or  her  job  duties,  may  apply  for  a disability  transfer.  Transfers  may 
be  made  to  any  class  within  the  employee’s  capacity  to  perform  provided  that  the  job 
is  paid  at  the  same  or  a lower  compensation  schedule. 
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Contact  your  departmental  personnel  representative  for  information  regard- 
ing the  disability  transfer  process. 

Rule  ?4  Prysram  to  Hire  the  Severely  PisaJbkd 

A program  that  offers  employment  to  individuals  who  are  severely  disabled, 
also  known  as  the  Rule  34  Program  authorized  by  Civil  Service  Commission  Rule  34, 
is  an  alternative  process  through  which  individuals  with  severe  disabilities  may  join 
the  City  and  County's  permanent  work  force  without  going  through  the  civil  service 
examination  process. 

An  informational  pamphlet  entitled  "Rule  34  Program"  is  available  from  the 
Civil  Service  Information  Center.  44  Gough  Street,  lobby  level,  telephone  557-4800. 
For  more  information,  you  may  contact  the  Civil  Service  Commission  Equal 
Employment  Opportunity  and  Affirmative  Action  Division,  Room  151  City  Hall, 
telephone  554-4736  or  554-4600  (TDD)  if  you  have  a hearing  impairment. 

Women's  Employment  Program 

The  objective  of  the  Women's  Employment  Program  is  to  recruit  and  retain 
women  in  classifications  where  they  have  been  traditionally  underrepresented,  such 
as  skilled  crafts  and  trades  positions,  and  protective  services  in  the  Police  and  Fire 
Departments.  City  and  County  employees  or  applicants  for  City  and  County  jobs  who 
are  interested  in  the  resources  of  this  program,  including  receipt  of  a regular 
newsletter  about  program  activities,  may  contact  the  Civil  Service  Commission  Equal 
Employment  Opportunity  and  Affirmative  Action  Division,  Room  151  City  Hall, 
telephone  554-4736  or  554^4600  (TDD)  if  you  have  a hearing  impairment. 


.CiviiJS.eryiQe  .Cflmmisstop  - Equal  Employment  Opportunity  and 
Affirmative  Action  Division 


The  Civil  Service  Commission  Equal  Employment  Opportunity  and  Affirma- 
tive Action  Division  works  to  improve  employment  opportunities  of  minorities, 
women,  disabled  individuals  within  the  City  and  County  of  San  Francisco  Service, 
monitors  Affirmative  Action  Plans  in  City  departments,  conducts  outreach  recruit- 
ment efforts  in  targeted  communities  in  the  Bay  Are  a, administers  EEO  programs, 
and  investigates  complaints  of  employment  discrimination. 
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If  you  feel  that  your  rights  have  been  violated,  you  may  call  the  Civil 
Service  Commission  Equal  Employment  Opportunity  and  Affirmative  Action 
Division  for  information  and  assistance  at  554-4736  or  554-4600  (TDD)  if  you 
have  a hearing  impairment. 


INFORMATION  ABOUT  YOUR 
CITY  AND  COUNTY  EMPLOYMENT 


Civil  Service  Information  Center 
44  g<?ugb  Street.  First  Flwr  !U>bby 
Telephone  557-4800  or  775-9484  (TDD  - Hearing  Impaired) 

JOB  OPPORTUNITIES:  The  Civil  Service  Information  Center  offers  a 
wide  variety  of  information  for  both  applicants  and  City  employees.  Job  and 
examination  announcement  bulletin  boards  are  located  here  as  well  as  outside  Room 
151  City  Hall.  Announcements  for  temporary  jobs  and  transfer  opportunities 
citywide  are  also  posted  on  these  bulletin  boards. 

INFORMATION  AND  PUBLICATIONS : The  Civil  Service  Information 
Center  also  has  position  classification  information,  courtesy  cards,  and  important 
informational  pamphlets  and  reference  materials  on  examination-related  issues  (e.g., 
educational  equivalences,  pomts  for  certain  military  veterans)  and  other  topics 
available.  Some  publications  are  also  available  at  the  Civil  Service  Commission 
Office,  Room  153  City  Hall,  telephone  554-4751.  Call  either  office  for  availability. 
At  the  end  of  this  Handbook,  is  a list  of  the  publications  available  from  the  Civil 
Service  Department. 

Classification 

Positions  in  the  City  and  County  have  been  classified  by  the  Civil  Service 
Commission  according  to  their  duties  and  responsibilities.  Positions  which  are  about 
the  same  in  the  type  of  work  performed  and  in  level  of  difficulty  and  responsibility 
are  placed  in  the  same  class  so  that  they  will  be  treated  alike  for  recruitment, 
examination,  transfer  and  pay. 
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The  Civil  Serv  ice  Commission  assigns  positions  to  classifications.  Each 
classification  has  a class  number  and  descriptive  title,  as  well  as  a list  of  typical  duties 
and  responsibilities. 

You  may  obtain  detailed  information  about  position  classification  from  your 
department  personnel  representative  or  the  Civil  Service  Commission  Information 
Center. 

Salary  Administration 

Most  City  and  County  positions  are  set  in  salary  ranges  established  by  the 
Board  of  Supervisors  in  a Salary  Standardization  Ordinance  (SSO).  This  publication 
is  available  for  inspection  and/or  purchase  at  the  Civil  Service  Information  Center. 
Many  salaries  are  set  under  Charter  Section  8.407  for  so-called  “Miscellaneous” 
employees,  while  the  salaries  of  nurses,  uniformed  Police  and  Fire  personnel.  Airport 
Police,  and  transit  operators  of  the  Municipal  Railway  are  set  separately  according 
to  Charter  requirements.  The  salaries  of  Municipal  and  Superior  Court  employees 
are  set  in  accordance  with  State  law. 

SALARY  STEP  INCREASES.  When  you  are  first  employed,  your  salary 
is  normally  set  at  the  first  step  of  a 5-step  range.  Upon  completion  of  the  six  (6)  months 
of  service,  permanent  employees  advance  to  the  second  step,  and  to  each  successive 
step  after  the  completion  of  one  (1)  year.  Permanent  employees  who  enter  at  a step 
other  than  the  first  step  advance  to  each  successive  step  after  the  completion  of  one 
(1)  year.  Each  step  is  approximately  5%  higher  than  the  previous  step.  Salary 
increments  are  withheld  if  you  are  on  leave  without  pay  for  more  than  1/6  of  required 
service.  The  criteria  for  entering  at  other  than  the  first  step  is  explained  in  the  Salary 
Standardization  Ordinance  for  Miscellaneous  Employees. 

SALARY  ADJUSTMENTS.  Salaries  and  fringe  benefits  may  be  adjusted 
once  a year,  and  these  adjustments  are  made  in  accordance  with  prevailing  rates  in 
private  industry  and  public  agencies  in  the  Bay  Area  or  based  on  negotiations  with 
recognized  employee  organizations.  The  Board  of  Supervisors  has  final  authority  to 
grant  salary  and  fringe  benefit  adjustments. 

Contact  your  departmental  personnel  representative  or  the  Civil  Service 
Commission  Compensation  Unit,  44  Gough  Street,  telephone  557-4990  if  you  have 
questions. 
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Examinations 

The  City  and  County  has  different  job  classes  covered  by  civil  service 
examination.  When  a class  opens  for  filing  of  applications,  an  examination 
announcement  is  issued  which  indicates  the  minimum  requirements  (usually  work 
experience,  training  and/or  education)  that  you  must  have  in  order  to  apply  for  the  job, 
as  well  as  the  tune  period  during  which  you  must  apply  for  the  job. 

The  only  time  you  may  file  an  application  for  an  examination  is  when  it  is  open 
for  filing.  Filing  periods  vary,  so  it  is  important  that  you  read  the  examination 
announcement  carefully. 

When  you  complete  an  application,  be  honest  in  your  responses.  False 
statements  on  an  application  or  supporting  documents  may  lead  to  removal  or 
discharge,  and  restriction  on  future  employment  with  the  City  and  County  of  San 
Francisco. 

The  Civil  Service  Department,  as  well  as  various  decentralized  personnel 
units  that  specialize  in  examinations,  is  dedicated  to  high  standards  in  employment, 
recruitment,  and  selection.  Appointment  to  a civil  service  position  is  based  on 
demonstrated  ability  in  a competitive  process  applied  equally  to  all  candidates. 

The  Civil  Service  Examination  Program  is  an  essential  element  in  guarantee- 
ing high  standards  for  employment.  Anyone  gaining  employment  through  this 
process  has  the  satisfaction  of  knowing  that  the  appointment  was  based  on  demon- 
strated ability  in  a competitive  procedure  which  was  applied  equally  to  all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a study  of  the 
duties  of  the  job.  The  examination  may  consist  of  an  interview  and/or  written, 
performance,  agility,  or  other  job-related  selection  device.  The  examination  an- 
nouncement identifies  the  test(s ) being  used.  All  tests  are  intended  to  rank  candidates 
in  the  order  of  their  relative  qualifications  for  the  job  or  minimally  qualify  candidates 
for  the  particular  job. 

Examinations  are  given  on  an  Entrance  (Open),  Promotional,  or  combination 
Entrance  and  Promotional  basis. 
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There  are  distinct  categories  of  examinations: 

ENTRANCE  (OPEN ) EXAMINATIONS  - All  candidates  compete  on  the 
same  basis  for  certain  positions.  Promotive  points  are  not  calculated  for  current 
permanent  employees  taking  entrance  examinations. 

PROMOTIONAL-ONLY  (CLOSED)  EXAMINATIONS  - Only  certain 
employees  of  the  City  and  County  and  the  San  Francisco  Unified  School  District  and 
the  San  Francisco  Community  College  District  are  eligible  to  compete  in  these 
examinations.  The  examination  announcement  will  specify  whether  or  not  the 
examination  is  given  on  a promotive -only  basis. 

COMBINED  ENTRANCE  AND  PROMOTIONAL  EXAMINATIONS 

- All  successful  candidates  are  normally  ranked  on  one  list  of  eligibles. 
Consideration  in  the  form  of  additional  points,  usually  a maximum  of  60  points,  on 
an  examination  is  given  to  permanent  employees  of  the  City  and  County  who  attain 
a passing  score  based  upon  an  evaluation  of  their  work  performance  and  length  of 
service  with  the  City. 

If  you  are  taking  an  examination,  review  the  examination  announcement 
to  see  if  you  qualify  for  additional  service  points.  For  more  information,  consult  your 
departmental  personnel  representative  or  the  personnel  analyst  in  charge  of  the 
particular  examination  in  which  you  are  participating. 

Exam  Hotlines 

The  EXAM  HOTLINE  (telephone  557-4888)  is  a 24-hour  recorded  message 
that  announces  classes  for  which  applications  will  be  accepted.  Since  examination 
announcements  are  posted  on  Friday  mornings,  the  recording  is  updated  every 
Thursday  afternoon.  If  you  call  after  5:00  p.m.  on  a Thursday,  you  will  know  which 
classes  will  be  open  for  filing  of  applications  on  the  next  day,  Friday.  Once  again, 
filing  periods  vary,  so  it  is  important  that  you  read  the  examination  announcement 
carefully. 

There  are  other  hotlines  for  other  departments  within  the  City,  such  as  the 
Public  Utilities  Commission  (telephone  number  554-1669  or  554-1602  [TDD])  if 
you  are  hearing  impaired),  which  includes  job  vacancies  at  the  Municipal  Railway 
and  the  Water  Department;  and  the  Department  of  Public  Health  (telephone  number 
206-5317).  If  you  have  a hearing  disability  and  you  have  questions  regarding  the 
examination  process,  you  may  call  775-9484  (TDD). 
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If  you  are  interested  in  a particular  examination,  you  may  file  a “courtesy 
card”  at  the  Civil  Service  Information  Center,  44  Gough  Street,  lobby  level,  telephone 
557-4800.  You  will  then  be  notified  when  the  class  opens  for  filing  of  applications. 
Courtesy  cards  are  kept  on  file  for  one  (1)  year  only,  and  vou  must  affix  appropriate 
postage  to  the  card  provided. 


Appointment.  Certification  and  Hire 


Types  of  Appointment 

PERMANENT  EMPLOYEES.  Persons  who  competed  in  a civil  service 
examination  and  are  appointed  from  a list  of  eligibles  to  a permanent  position. 
Permanent  appointees  who  complete  the  required  service  earn  sick  pay , vacation,  and 
salary  increments. 

EXEMPT  EMPLOYEES.  Temporary  or  permanent  positions  exempted 
from  being  filled  from  eligible  lists  in  accordance  with  the  City  and  County  Charter. 
Exempt  appointees  serve  at  the  pleasure  of  the  appointing  officer.  Permanent  exempt 
appointees  who  complete  the  required  service  earn  vacation,  sick  pay,  and  salary 
increments.  Temporary  exempt  appointees  who  complete  the  required  service  earn 
vacation  and  sick  pay  but  do  not  earn  salary  increments. 

TEMPORARY  AND  PROVISIONAL  EMPLOYEES.  Some  positions 
are  funded  for  temporary  periods  only  (vacation,  relief,  special  projects,  etc . ) and  may 
be  filled  by  temporary  appointment  from  eligible  lists.  Provisional  (non-civil  service 
and  limited  tenure ) and  temporary  appointments  are  sometimes  made  when  qualified 
eligibles  are  not  available.  Employees  who  have  provisional  appointments  are  not 
granted  any  credit  or  preference  when  competing  in  the  examination  for  permanent 
appointment.  Temporary  or  provisional  employees  who  complete  the  required 
service  earn  vacation  and  sick  pay  benefits  but  do  not  earn  salary  increments.  As- 
needed  employees  (emergency  or  relief  workers)  are  not  appointed  from  eligible 
lists,  are  only  authorized  to  work  a maximum  of  1 040  hours  in  a calendar  or  fiscal  year, 
and  do  not  earn  vacation  or  sick  pay  benefits. 
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The  Certification  Process 

A civil  service  examination  enables  the  City  and  County  to  compile  a list  of 
qualified  persons  eligible  for  employment.  Candidates  who  are  successful  in  an 
examination  are  usually  ranked  on  an  eligible  list  according  to  their  overall  scores  in 
the  examination.  However,  the  Certification  Rule  will  be  specified  on  the  examina- 
tion announcement. 

When  you  receive  a referral  to  a civil  service  position,  called  a “Notice  of 
Certification,”  follow  the  instructions  carefully . Read  the  letter  and  the  response  form 
completely.  Immediately  contact  the  departmental  representative  indicated  on  the 
response  form.  Make  further  telephone  calls  as  required  by  the  departmental 
representative.  If  you  do  not  make  all  required  telephone  calls  and  do  not  return  your 
response  form  to  the  Civil  Service  Certification  Unit  within  a certain  time  parameter, 
you  may  lose  your  eligibility. 

If  you  are  an  eligible  on  a civil  service  list  and  you  are  on  or  will  be  assigned 
to  active  military  service,  you  must  contact  the  Civil  Service  Certification  Unit  before 
or  after  your  discharge,  with  proof  of  service,  in  order  to  determine  your  eligibility 
for  certification. 

To  maintain  your  eligibility  on  a list,  you  must  continue  to  possess  the 
minimum  qualifications  as  specified  in  the  examination  announcement.  Should  you 
no  longer  possess  qualifications  as  required  on  the  examination  announcement,  you 
will  be  restricted  from  receiving  a "Notice  of  Certification"  forpossible  employment. 

SECURITY  CLEARANCE.  Prior  to  employment,  some  departments  may 
require  a background  review  of  criminal  history,  motor  vehicle  (driving)  record, 
personnel  history  and  employment  records. 

MEDICAL  EXAMINATION.  Depending  on  the  classification  you  are  to 
be  employed  in.  you  may  be  required  to  pass  a medical  examination,  including  drug 
testing,  as  a condition  of  employment.  Most  medical  examinations  are  conducted  by 
the  Center  for  Municipal  Occupational  Safety  and  Health  (CMOSH)  located  in 
Building  90  at  San  Francisco  General  Hospital  at  Potrero  Avenue  and  22nd  Street. 

LICENSE  TO  DRIVE.  If  you  are  required  to  drive,  you  must  have  the 
appropriate  licenses  and  maintain  insurability  under  your  department's  automobile 
liability  insurance  policy.  Only  employees  with  a valid  California  Driver  License  will 
be  authorized  to  operate  a City  and  County  and/or  private  vehicle.  The  City  and 
County  will  use  the  State  Department  of  Motor  Vehicles’  Pull  Notice  Program  to 
obtain  information  about  employees  as  actions  appear  on  their  driving  records.  The 
City  and  County  will  base  driver-related  decisions  on  compliance  with  the  California 
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Vehicle  Code,  as  well  as  the  City  and  County’s  efforts  to  reduce  vehicular  accidents 
and  exposure  to  liability. 

ARREST  AND  CONVICTION  POLICY.  Convictions  by  any  court, 
including  a military  court,  must  be  listed  on  the  application  for  employment.  A 
conviction  or  a traffic  offense  does  not  necessarily  preclude  employment  with  the 
City  and  County.  Each  case  is  given  individual  consideration  and  carefully  reviewed 
by  the  Civil  Service  Department.  A pamphlet  entitled  “Applicant  Information: 
Arrest  and  Conviction  Policy”  is  available  from  the  Civil  Service  Information  Center, 
44  Gough  Street,  lobby  level,  telephone  557-4800. 

The  State  Education  Code  prohibits  persons  from  being  employed  by,  or 
retaining  employment  with,  a school  district  if  they  have  been  convicted  of  any  sex 
or  narcotics  offense,  as  defined  in  the  California  Penal  Code. 

Misrepresentation  of  information,  or  falsification  of  an  application  or  docu- 
ment, may  lead  to  removal  from  an  eligible  list,  termination  of  employment,  and/or 
restriction  on  future  employment  with  the  City. 

FINGERPRINTING.  It  is  mandatory  for  most  new  appointees  to  be 
fingerprinted,  since  prints  are  used  to  research  and  obtain  any  conviction  records  from 
the  California  Department  of  Justice  and/or  the  Federal  Bureau  of  Investigation. 
Fingerprinting  for  appointees  is  coordinated  by  the  hiring  department. 

CHANGE  OF  ADDRESS.  If  you  change  your  address  and/or  telephone 
number,  notify  your  department  ’ s personnel  representative  immediately.  If  you  have 
standing  on  an  eligible  list,  you  must  also  notify  the  Civil  Service  Certification  Unit, 
Room  52E  City  Hall,  San  Francisco,  CA  94102  in  writing.  If  you  are  an  applicant 
for  a current  examination,  submit  a change  of  address  form  to  the  Civil  Service 
Recruitment  and  Selection  Division,  44  Gough  Street,  San  Francisco,  CA  94103.  If 
you  fail  to  report  a change  of  address  and/or  telephone  number,  you  may  not  receive 
important  and  timely  information  regarding  your  employment  and  eligibility  for 
employment. 

CHANGE  OF  NAME.  If  you  change  your  name,  bring  legal  verification 
documents  to  your  departmental  personnel  representative  immediately.  If  you  are  on 
an  eligible  list,  inform  the  Civil  Service  Certification  Unit  in  writing.  If  you  are  an 
applicant  for  a current  examination,  notify  the  Civil  Service  Recruitment  and 
Selection  Division  in  writing. 
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Requirements  at  the  Time  of  Hire 

SOCIAL  SECURITY  NUMBER.  You  must  have  a Social  Security 
number. 

AUTHORIZATION  TO  WORK.  You  must  present  documents  to  verify 
identity  and  authorization  to  work  in  the  United  States  as  required  by  the  Immigration 
Reform  Control  Act  of  1986.  Failure  to  provide  these  documents  may  result  in  loss 
of  eligibility.  Acceptable  verification  documents  are  listed  in  the  information 
pamphlet  entitled  “Federal  Immigration  and  Naturalization  Service  Requirements” 
available  at  the  Civil  Service  Information  Center,  44  Gough  Street,  lobby  level,  557- 
4800. 


OATH  OF  ALLEGIANCE.  Y ou  are  required  to  take  the  Oath  of  Allegiance 
as  specified  in  the  California  State  Constitution. 

NO  STRIKE  PROVISION.  Unless  you  are  a uniformed  member  of  the 
Police  or  Fire  departments,  or  an  employee  of  the  Unified  School  District  or  the 
Community  College  District,  you  will  be  required  to  sign  an  acknowledgment  of 
receipt  of  a copy  of  Charter  Section  8.346  - Disciplinary  Action  Against  Striking 
Employees.  For  specific  Charter  language  concerning  this,  please  refer  to  the 
"Employee  Obligations"  section  of  this  Handbook. 

UNION  DUES  OR  FEES.  If  you  are  hired  in  a class  represented  by  an 
organization  that  has  an  “Agency  Shop”  agreement  with  the  City  and  County , you  are 
required  as  a condition  of  continued  employment  to  either  join  the  recognized 
employee  organization  or  pay  the  organization  a service  fee  in  an  amount  not  to 
exceed  the  standard  initiation  fee,  periodic  fees  and  general  assessments  of  that 
organization.  For  more  information,  contact  your  employee  organization  or  depart- 
mental personnel  representative. 

After  You  Are  Hired 

PROBATIONARY  PERIOD.  The  probationary  period  is  the  final  and  most 
important  phase  of  the  selection  process.  This  time  period  is  used  to  evaluate  your 
ability  as  an  employee  to  perform  the  assigned  duties  of  the  position  to  which  you  were 
appointed.  The  department's  appointing  officer  may  terminate  an  employee  at  any 
time  during  the  probationary  period. 

All  appointments  to  permanent  civil  service  positions  require  that  you  serve 
a probationary'  period  of  six  (6),  nine  (9)  or  twelve  (12)  months.  During  the 
probationary  period,  your  work  performance  is  evaluated  by  your  supervisor  and 
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reviewed  by  higher-level  management.  Prior  to  the  expiration  of  the  probationary 
period,  your  department  head  may  recommend  permanent  appointment. 

For  information  about  the  length  of  your  probationary  period,  consult  your 
departmental  personnel  representative. 

PERFORMANCE  APPRAISAL.  The  purpose  of  the  performance  ap- 
praisal system  is  to  delineate  duties  and  responsibilities,  evaluate  employees  on  their 
performance,  identify  training  needs,  improve  effectiveness,  provide  a basis  for 
career  development  and  assure  quality  service  to  the  public . The  system  is  an  essential 
tool  for  managerial  decision-making,  assists  in  overall  communications,  and  guaran- 
tees that  you  have  a regular  and  systematic  record  of  your  performance  and 
development. 

Supervisors  and  managers  prepare  performance  appraisals  according  to  a 
system  adopted  by  the  Civil  Service  Commission  for  use  city  wide.  The  system 
recommends  appraisal  reports,  according  to  specified  schedules,  for  probationary 
employees,  managerial  and  supervisory  employees,  and  all  other  permanent  and 
temporary  employees. 

If  you  have  questions  about  the  performance  appraisal  system,  consult  with 
your  departmental  personnel  representative. 

RESIGNATION.  If  you  intend  to  resign,  provide  your  department  with 
advance  notice  of  at  least  ten  (10)  working  days  so  that  arrangements  may  be  made 
to  replace  you.  Resignation  forms  may  be  obtained  from  your  departmental  personnel 
representative. 

LA  YOFT.  From  time  to  time,  lack  of  work,  lack  of  funds,  retrenchment  (in 
anticipation  of  lack  of  funds)  or  displacement  (bumping)  by  an  eligible  from  an 
eligible  list  may  require  the  layoff  of  an  employee.  Generally,  layoffs  occur  by  job 
class  in  a department  by  employee  status  in  inverse  order  of  seniority. 

Your  length  of  service  in  comparison  with  others  in  your  class  is  a critical 
factor  in  the  determination  of  layoff.  You  may  inspect  the  current  seniority  listings 
of  all  City  and  County  employees  at  the  Civil  Service  Information  Center,  44  Gough 
Street,  lobby  level,  telephone  557-4800.  Questions  regarding  seniority  in  your 
department  should  be  addressed  to  your  department  personnel  representative. 

If  you  are  faced  with  the  possibility  of  layoff,  it  is  important  that  you  contact 
your  personnel  representative.  An  informational  pamphlet  entitled  “Layoff  and 
Involuntary  Leave  of  Absence”  is  available  from  the  Civil  Service  Information 
Center.  44  Gough  Street,  lobby  level,  telephone  557-4800. 
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Work  Schedules,  Compensation  and  Benefits 


The  Work  Week 

ATTENDANCE.  Regular  and  prompt  attendance  is  an  important  require- 
ment of  your  job.  When  a compelling  reason  requires  your  absence  from  work,  you 
must  request  permission  from  your  supervisor  in  advance.  If  illness  or  some  other 
emergency  causes  an  unplanned  absence,  you  must  notify  your  department  as  soon 
as  possible  on  the  first  day  of  absence  as  well  as  keep  the  department  advised  daily 
during  the  absence.  As  determined  by  your  department,  excessive  absenteeism, 
unauthorized  absence  or  failure  to  notify  your  department  when  you  are  unable  to 
report  to  work  may  result  in  disciplinary  action  or  termination. 

WORK  HOURS.  The  normal  work  week  is  forty  (40)  hours  consisting  of 
five  (5)  consecutive  8-hour  days.  Most  departments  serve  the  public  five  (5)  days  a 
week  from  8:00  a.m.  to  5:00  p.m.  You  are  considered  a part-time  employee  if  you 
work  less  than  forty'  (40)  hours  per  week. 

Some  departments  are  required  to  provide  services  twenty-four  (24)  hours  a 
day  and  seven  (7)  days  a week.  As  a result,  there  is  a considerable  variation  in  work 
days  and  hours  depending  upon  individual  assignments. 

All  employees  are  expected  to  observe  assigned  work  hours  and  to  remain  on 
the  job.  If  a personal  emergency  requires  you  to  leave  before  the  end  of  the  work  day, 
ask  your  immediate  supervisor  for  permission  to  be  absent. 

COMPENSATION.  Employees  are  paid  biweekly,  usually  every'  other 
Tuesday.  If  you  have  questions  about  your  paycheck,  consult  your  departmental 
payroll  representative 

OVERTIME  AND  COMPENSATORY  TIME  OFF.  If  you  are  required 
by  your  department  head  to  work  overtime  because  of  an  emergency,  contact  your 
depanmental  personnel  representative  for  information  on  your  eligibility  for  over- 
time pay  or  compensatory  time  off. 
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PavrnU  Deductions 

The  following  deductions  are  mandatory  for  all  employees  who  are  members 
of  the  San  Francisco  City  Employees’  Retirement  System: 

1 . Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance  (SDI)  are  made  for  those  employ- 
ees in  classes  eligible  for  State  Disability  Insurance  benefits.  For  more  information, 
consult  your  departmental  personnel  representative. 

Temporary  employees  are  subject  to  deductions  for  Federal  and  State 
withholding  taxes,  Medicare  or  Social  Security  (unless  they  are  participating  in 
deferred  compensation)  and.  in  some  cases,  health  insurance  coverage. 

For  voluntary  deductions  such  as  the  following,  you  must  sign  an  authori- 
zation form  which  is  obtained  from  your  departmental  personnel  office: 

Increased  withholding  taxes 

Increased  retirement  deductions 

Employee  organization  and  union  dues  (without  "Agency 
Shop") 

United  States  Savings  Bonds 

Credit  Union 

United  Way  and  other  charitable  agencies 

Deferred  Compensation 


Retirement 

The  City  and  County  provides  retirement  plan  benefits  to  all  eligible 
permanent  employees  through  its  Retirement  System. 

UNIFORMED  RANKS.  Uniformed  members  of  the  Police  and  Fire 
departments  are  covered  under  separate  provisions  of  the  Retirement  System. 
Materials  describing  these  plans  may  be  obtained  through  the  Member  Services 
Division,  Retirement  System,  1 155  Market  Street,  2nd  Floor,  telephone  554-1550. 
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OTHER  EMPLOYEES.  The  Miscellaneous  Plan  provides  the  following 
to  its  members: 

1.  CONTRIBUTIONS.  Members  must  pay  contributions  to  the  Retire- 
ment System.  Retirement  contributions  may  be  paid  at  the  full  rate 
(7.5%  or  8.0%  of  covered  salary)  or  at  a reduced  rate  (approximately 
1.3%  or  1.8%).  If  retirement  contributions  are  paid  at  a reduced  rate, 
the  “missing"  contributions  create  a shortage  in  the  member’s  account. 
If  the  shortage  is  not  paid  off  before  retirement,  the  member's  retire- 
ment allowance  will  be  reduced  proportionately. 

2.  TAX  DEFERMENTS.  Retirement  contributions  may  be  fully  or 
partially  tax-deferred.  You  must  make  a one-time  choice.  The  Member 
Services  Division  of  the  Retirement  System  is  available  to  assist  you. 

3.  RATES.  Contributions  equal  7.5%  of  covered  salary  (excluding 
overtime  earnings)  for  permanent  employees  entering  or  reentering 
City  service  on  or  after  November  2,  1976.  Civil  Service  employees 
who  became  members  of  the  Retirement  System  prior  to  November  2, 
1976  contribute  8%  of  covered  salary  (overtime  earnings  included). 

4 TYPES  OF  RETIREMENT 
A.  Service 

1 . Eligibility 

Any  member  who  completes  20  years  of  service  and  is  at  least 
50  years  of  age,  or  any  member  who  completes  10  years  of 
service  and  is  at  least  60  years  of  age. 

2.  Retirement  Allowance 

a)  If  a member  joined  or  reentered  on  or  after  November  2. 
1976  - Retirement  allowance  equals  1 % of  “final  compen- 
sation" for  each  year  of  service  at  age  50  to  1.6667%  of 
final  compensation  at  age  60  or  older.  Final  compensation 
means  the  average  monthly  salary  (excluding  overtime) 
earned  during  the  three  consecutive  years  of  service  in 
which  the  employee’s  average  compensation  is  the  high- 
est. 

b)  If  a member  joined  or  reentered  prior  to  November  2. 1976 
- Regardless  of  age,  the  maximum  benefit  equals  1%  of 
“final  compensation"  for  each  year  of  service  at  age  50  to 
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2%  of  final  compensation  at  age  60  or  older.  Final 
compensation  means  the  average  monthly  salary  earned 
during  the  year  of  credited  service  in  which  the  employ  ee  ’s 
average  earned  compensation  is  highest. 

b.  Disability 

1 . Eligibility 

A minimum  of  10  years  of  service  is  required. 

2.  Retirement  Allowance 

a)  Regardless  of  age,  the  maximum  benefit  equals  1 .5%  of 
"final  compensation"  for  each  year  of  credited  service  for 
members  who  joined  or  re-entered  on  or  after  November 
2, 1976.  The  plan  provides  for  certain  minimum  benefits 
which  will  be  explained  by  Retirement  System  staff  upon 
request. 

b)  Regardless  of  age,  the  maximum  benefit  equals  1 .8%  of 
"final  compensation"  for  each  year  of  credited  service  for 
members  who  joined  or  re-entered  prior  to  November  2, 
1976.  The  plan  provides  for  certain  minimum  benefits 
which  will  be  explained  by  Retirement  System  staff  upon 
request. 

5.  AT  DEATH:  A death  benefit  equal  to  six  months  eamable  salary  is 
payable  to  the  designated  beneficiary  of  a member  who  dies  while 
employed  by  the  City  and  County.  In  addition,  the  designated 
beneficiary  is  entitled  to  a refund  of  all  contributions  and  interest  in  the 
member  ’ s retirement  account.  If  the  deceased  employee  is  qualified  for 
a service  retirement  on  the  date  of  death,  and  the  employee  has 
designated  as  a beneficiary  a surviving  spouse  who  was  married  to  the 
employee  for  at  least  one  (1 ) full  year  immediately  prior  to  the  date  of 
the  employee’s  death,  the  spouse  may  elect  to  receive  a pension  for  life 
or  until  remarriage  equal  to  50%  of  the 

pension  the  decedent  would  have  received  had  he  or  she  been  retired 
on  the  date  of  death  in  lieu  of  the  six-month  eamable  salary  payment 
and  refund  of  contributions. 
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6.  REFUND  AFTER  SEPARATION.  An  employee  is  entitled  to  a 
refund  of  contributions  with  interest  upon  separation  of  employment. 
An  employee  must  be  completely  separated  from  City  and  County 
service  to  receive  a refund  of  retirement  contribution.  A refund  is 
normally  processed  within  6 to  8 weeks  after  the  effective  date  of 
separation. 

Effective  January  1,  1993,  a member  may  elect  to  roll  over  pre-tax 
contributions  direcdy  into  an  Individual  Retirement  Account  (IRA).  If 
the  pre-tax  contributions  are  not  directly  rolled  over  into  an  IRA,  20% 
of  the  taxable  portion  will  be  withheld  for  Federal  taxes. 

7.  VESTING  RETIREMENT.  This  provision  allows  a separated 
member  who  has  at  least  5 years  of  service  regardless  of  age  to  leave 
retirement  contributions  in  the  Retirement  System.  The  election  to  vest 
is  irrevocable  and  provides  a lifetime  benefit  beginning  at  age  50  based 
on  a City  and  County  matching  formula.  The  election  to  vest  must  be 
made  by  the  employee  within  90  days  of  separation  of  employment  at 
the  Retirement  System’s  Member  Services  Division. 

8.  RECIPROCITY.  This  provision  allows  separating  members  who 
leave  their  contributions  in  the  Retirement  System  and  who  join  a 
reciprocal  retirement  plan  within  six  (6)  months  to  receive  a retirement 
allowance  from  both  San  Francisco  and  the  reciprocal  plan  when  they 
retire  concurrently  from  both  plans.  The  reciprocity  election  must  be 
made  by  the  employee  upon  separation  of  employment  at  the  Retire- 
ment System's  Member  Services  Division. 

Retirement  system  staff  members  are  available  to  explain  the  intrica- 
cies of  Retirement  System  benefits  as  well  as  information  about 
retirement  as  it  relates  to  Social  Security  benefits. 

The  Member  Sendees  office  provides  advice  on  retirement  applica- 
tions, change  of  beneficiary  or  contribution  rate  forms,  W2P  and  1099- 
R forms,  new  employee  processing  information,  refunds  and  retire- 
ment checks.  Contact  Member  Services,  Retirement  System,  1155 
Market  Street,  2nd  floor,  telephone  554-1550. 
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Through  the  Retirement  System,  the  City  sponsors  a deferred  compensation 
program  administered  by  the  Hartford  Life  Insurance  Company.  Information  about 
the  program  may  be  obtained  at  the  Hartford  Life  Insurance  Company,  located  at  455 
Market  Street,  3rd  floor,  San  Francisco,  CA  94 1 05,  telephone  995-3232.  A brochure 
on  the  Deferred  Compensation  Program  is  available  at  Member  Services,  Retirement 
System,  1155  Market  Street,  2nd  Floor,  telephone  554-1550. 

Health » Penta!  apd  PisafriUtY  Insurance  Coverage 

The  City  and  County  provides  eligible  employees  with  health,  dental,  and 
accident  / sickness  disability  insurance  coverage  through  the  Health  Service  System. 

ELIGIBILITY.  All  permanent  employees  are  eligible  for  coverage  upon 
employment,  as  are  regularly  scheduled  temporary  employees  who  have  six  (6) 
months  of  continuous  service  and  work  not  less  than  twenty  (20)  hours  per  week. 

FLEXIBLE  BENEFITS.  The  City  and  County  also  offers  a Flexible 
Benefits  Program  which  allows  an  employee  to  pay  any  required  premiums  for 
benefits  on  a pre-tax  rather  than  after-tax  basis. 

PROCESS.  Each  eligible  employee  may  select  a health,  dental  and 
disability  plan  from  those  currently  offered  to  City  and  County  employees.  The 
following  health  plans  are  available: 

1 . City  Health  Plan; 

2.  Kaiser  Foundation  Health  Plan; 

3.  Bridgeway  Plan  for  Health; 

4.  Aetna  Health  Plans  (formerly  Bay  Pacific  Health  Plan); 

5.  Qual-Med  Health  Plan  (formerly  Heals  Health  Plan);  or 

6.  Foundation  Health  Plan  (Hetch  Hetchy  employees  only). 

Some  employees  may  be  eligible  to  select  from  among  the  following  dental 

plans: 

1.  Delta  Dental; 

2.  DentiCare  Dental;  or 

3.  Safeguard  Dental. 
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The  accident  and  sickness  disability  plan  currently  offered  is  an  employee 
paid  plan  underwritten  by  Colonial  Life  and  Accident  Insurance  Company. 

In  general,  the  City  and  County  pays  for  most  employee  health  and  dental 
coverage.  Employees  who  are  not  entitled  to  paid  health  or  dental  benefits,  may  sign 
up  for  employee-paid  benefits.  Premiums  for  dependent  health  coverage  are 
employee-paid  for  most  employees  while  premiums  for  dependent  dental  coverage 
are  generally  employer-paid. 

DEPENDENTS.  Eligible  dependents  of  employees  may  be  enrolled  in 
selected  benefit  plans  at  the  time  of  the  employee ’s  original  enrollment.  For  marriage 
and/or  birth  or  adoption,  contact  the  Health  Service  System  for  details  regarding 
coverage.  After  the  initial  enrollment,  transfer  from  one  benefit  plan  to  another  may 
only  be  made  during  an  annual  open  enrollment  period  with  coverage  to  be  effective 
July  1. 


WHILE  YOU  ARE  ON  LEAVE.  Employees  who  are  on  authorized  leave 
of  absence  without  pay  must  notify  the  Health  Service  System  of  such  leave  and 
continue  to  pay  any  premiums  in  advance  directly  to  the  Health  Service  System  in 
order  to  maintain  coverage. 

IF  YOU  OR  A DEPENDENT  SHOULD  LOSE  ELIGIBILITY.  Federal 
law  provides  that  any  employee  (including  covered  dependents)  who  terminates 
employment  has  the  option  to  continue  group  coverage  at  their  own  expense  for  a 
period  of  up  to  eighteen  (18)  months  after  loss  of  eligibility.  Dependents  of  an 
employee  who  lose  group  coverage  because  of  divorce  or  legal  separation  or  because 
the  child  loses  dependent  eligibility  have  the  option  to  continue  coverage  through  the 
employer  for  up  to  thirty-six  months  after  loss  of  eligibility. 

FOR  MORE  INFORMATION.  Contact  the  Health  Service  System,  1 155 
Market  Street,  3rd  Floor  telephone  554-1750  for  details  of  the  benefits  and  contribu- 
tion rates  of  available  health,  dental  and  disability  insurance  options. 

State  Disability  Insurance  iSVl) 

If  you  are  in  a City  and  County  job  approved  for  coverage  under  the  State 
Disability  Insurance  (SDI ) program,  you  are  eligible  for  SDI  benefits  when  you  incur 
any  non-industrial  illness;  and  (a)  have  contributed  to  SDI  through  payroll  deductions 
for  seven  (7)  months,  and  (b)  have  been  under  the  care  of  a doctor  or  practitioner 
during  any  portion  of  the  first  seven  (7)  calendar  days  of  absence.  Civil  Service 
Commission  Rules  require  that  sick  leave  be  used  to  supplement  SDI  benefits  unless 
you  elect  within  seven  (7)  calendar  days  from  the  first  day  of  absence  one  of  the 
following  options: 
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1.  to  supplement  SDI  benefits  with  vacation  credits;  or, 

2.  to  supplement  SDI  benefits  with  compensatory  time. 

Supplemental  salary  will  be  paid  on  your  normal  biweekly  payday.  This 
salary , when  added  to  the  SDI  benefits,  will  provide  up  to,  and  by  law  may  not  exceed, 
your  normal  biweekly  salary.  For  information  regarding  the  filing  of  claims  and/or 
SDI  benefits,  contact  your  depanmental  personnel  representative. 

Social  Security  and  Medicare 

Generally,  all  employees  except  uniformed  members  of  the  Police  and  Fire 
departments  are  enrolled  in  the  Federal  Social  Security  System  and  are  subject  to 
Social  Security  tax  deductions  from  paychecks.  However,  employees  who  are  not 
covered  by  the  Retirement  System  and  who  defer  specified  minimum  amounts  under 
the  City  and  County’s  deferred  compensation  program  will  not  be  covered  under  the 
Old  Age  and  Survivors  Disability  Insurance  portion  of  Social  Security  and  will  not 
have  to  pay  that  particular  portion  of  the  tax.  Consult  your  departmental  personnel 
representative  for  information.  In  general,  all  employees  are  covered  under  the 
Medicare  portion  of  Social  Security  except  for  employees  hired  before  April  1 , 1 99 1 , 
who  are  covered  by  other  portions  of  Social  Security.  The  tax  for  Medicare  is  also 
deducted  from  your  paycheck. 

Holidays,  Vacation  and  Leaves 

HOLIDAYS.  Holidays  observed  by  the  City  are  specified  by  ordinance  of 
the  Board  of  Supervisors: 

New  Year’s  Day 

Birthday  of  Martin  Luther  King,  Jr. 

President’s  Day 
Memorial  Day 
Independence  Day 
Labor  Day 
Columbus  Day 
Veteran’s  Day 
Thanksgiving 

The  day  after  Thanksgiving 
Christmas 
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If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is  observed  as 
a holiday.  If  any  of  these  holidays  fall  on  Saturday,  the  preceding  Friday  is  observed 
as  a holiday;  however,  offices  must  remain  open  and  staffed.  If  you  are  required  to 
work  on  a holiday,  contact  your  departmental  personnel  representative  for  informa- 
tion on  rates  of  pay  (if  applicable),  or  granting  of  an  in-lieu  day. 

The  City  observes  as  a holiday  any  day  declared  to  be  a holiday  by  the 
Mayor  following  declaration  by  the  President  or  Governor. 

FLOATING  HOLIDAYS.  You  may  take  three  (3)  floating  holidays  for  any 
purpose  during  the  fiscal  year.  Temporary  and  provisional  employees  are  entitled  to 
take  floating  holidays  after  six  months  of  continuous  service.  Requests  to  use  floating 
hoi  idays  are  subject  to  the  approval  of  the  appointing  officer  and  the  provisions  of  the 
Salary  Standardization  Ordinance  or  Memoranda  of  Understanding.  Some  employ- 
ees are  eligible  for  an  additional  two  paid  furlough  days.  Contact  your  departmental 
personnel  representative  for  more  information. 

VACATION.  The  City  and  County  provides  annual  vacations  for  all 
employees  who  work  a regular  schedule  and  who  have  completed  one  ( 1 ) year  or  more 
of  continuous  service.  You  are  not  eligible  to  use  vacation  in  the  first  year  of 
continuous  service;  however,  at  the  end  of  one  (1 ) year  of  continuous  service,  you  will 
be  awarded  a vacation  allowance  at  the  rate  of  .0385  of  an  hour  for  each  hour  of  paid 
service  in  the  preceding  year  and  will  be  eligible  to  request  to  use  vacation  time 
accrued. 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5)  years, 
usually  forty  (40)  hours  for  full  time  employees,  and  again  usually  forty  (40)  hours 
for  full  time  employees  after  the  fifteenth  (15)  year  of  continuous  service.  This  award 
will  not  be  made  nor  can  it  be  taken  until  you  have  reached  your  Anniversary  Date 
in  your  fifth  (5th)  year  and  fifteenth  (15)  year. 

No  employee  shall  be  credited  with  more  than  two  thousand  eighty  (2080) 
hours  of  paid  service  in  any  twelve  ( 1 2)  month  period  for  purposes  of  computing  the 
vacation  allowance.  The  maximum  vacation  entitlement  in  any  twelve  (12)  month 
period  and  maximum  accrual  permitted  are  as  follows: 


Years  of  Service 


12-Month  Max. 
Entitlement 


Maximum 

Accumulation 


1 through  5 years  80  hours  (10  days)  320  hours  (40  days) 

More  than  5 years  120  hours  (15  days)  360  hours  (45  days) 

More  than  1 5 years  160  hours  (20  days)  400  hours  (50  days) 
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When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the  holiday 
is  not  counted  as  a vacation  day.  If  you  resign  or  are  separated  after  one  (1)  or  more 
years  of  continuous  service  and  have  not  taken  all  of  your  vacation,  you  will  be  paid  for 
the  accumulated  unused  vacation. 

Requests  to  take  vacation  must  be  made  in  accordance  with  your  department  s 
procedure  and  are  approved  with  the  intent  of  accommodating  your  plans,  the  needs  of 
the  department  and  seniority. 

Leaves  of  Absence 

Leaves  of  absence  are  governed  by  the  following  general  provisions: 

1 . Leave  requests  must  be  submitted  to  a department  head  or  designee  for 
approval; 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must  be  made  on 
the  prescribed  form; 

SICK  LEAVE  WITH  PAY.  If  you  work  a full  year  (approximately  2080 
hours),  you  earn  thirteen  (13)  working  days  per  year  (or  104  hours)  of  paid  sick  leave. 
Unused  sick  leave  may  be  accumulated  from  year  to  year  until  you  reach  the  maximum 
accumulation  of  one  hundred  and  thirty  (130)  working  days  (or  1040  hours). 

No  sick  leave  with  pay  is  allowed  during  the  first  six  (6)  months  of  employment 
unless  you  have  previously  earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable  to  report 
for  duty  because  of  illness,  and  of  the  approximate  date  of  your  return  to  work. 
Remember,  sick  leave  protects  you  against  loss  of  income  while  incapacitated.  Sick 
leave  with  pay,  if  you  have  earned  sick  leave  with  pay  credits,  may  be  used: 

1.  When  you  are  unable  to  work  because  of  illness  or  injury,  not  job- 
incurred; 

2.  For  medical  or  dental  appointments; 

3.  For  absence  due  to  quarantine  declared  by  the  Department  of  Public 
Health  or  other  authority; 

4.  For  absence  due  to  the  death  of  a member  of  your  immediate  family  or 
other  persons  as  defined  in  Civil  Service  Commission  Rules; 

5.  For  absence  due  to  pregnancy  or  convalescence  period  following  child- 
birth; or, 

6.  For  absence  due  to  illness  or  medical  appointment  of  a dependent  child. 
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If  you  are  absent  from  your  job  for  more  than  five  (5)  consecutive  working 
days,  you  must  submit  to  your  supervisor  a completed  Request  for  Leave  form  stating 
the  duration  of  your  illness,  signed  by  a doctor,  dentist,  podiatrist,  licensed  clinical 
psychologist,  Christian  Science  practitioner  or  licensed  doctor  of  chiropractic 
medicine. 

Under  certain  conditions,  a department  head  may  require  you  to  furnish  a 
doctor’s  certification  for  any  amount  of  absence  due  to  illness. 

SICK  LEAVE  WITHOUT  PAY.  When  you  are  not  eligible  for  sick  leave 
with  pay  because  you  have  used  all  your  sick  leave  credits  or  do  not  wish  to  use  your 
sick  leave  pay,  you  may  request  sick  leave  without  pay.  Permanent  employees  may 
be  granted  up  to  a maximum  of  one  (1)  year  of  unpaid  sick  leave.  Temporary 
employees  may  be  granted  up  to  a maximum  of  three  (3)  months. 

Absence  while  using  sick  leave  without  pay  in  excess  of  five  (5)  consecutive 
days  requires  a doctor's  certification  on  a Request  for  Leave  form.  This  form  is 
available  from  your  department  personnel  representative. 

MILITARY  LEAVE.  Under  certain  conditions,  you  may  be  granted 
military  leave.  Certain  employees  on  military  leave  may  receive  their  regular 
compensation  for  a period  not  to  exceed  thirty  (30)  calendar  days.  A copy  of  your 
official  orders  must  be  attached  to  your  request  for  military  leave.  Consult  your 
depanmental  personnel  representative  for  more  information. 

JURY  DUTY  LEAVE.  Notify  your  supervisor  as  soon  as  you  receive  a jury 
summons.  Any  employee  who  is  called  to  jury  duty  for  a Municipal,  State  or  Federal 
Coun  durmg  the  employee's  working  hours  is  allowed  their  regular  compensation 
less  the  amount  of  jury  fees  paid  while  serving  as  a juror.  Jury  duty  leave  must  be 
granted  by  your  department.  However,  you  must  obtain  from  the  Jury  Commission 
or  Court  Clerk  a “Jury  Duty  Certification,”  which  is  to  be  given  promptly  to  your 
departmental  personnel  representative  in  order  to  receive  your  salary. 

EDUCATIONAL  LEAVE.  Available  to  permanent  employees  only. 
Leave  for  the  purpose  of  securing  additional  education  in  a field  related  to  your 
position  may  be  granted  for  the  period  required  to  complete  the  course  work,  but  not 
to  exceed  one  ( 1 ) year.  Contact  your  departmental  personnel  representative  for  more 
information. 
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FAMILY  CARE  LEAVE.  Available  to  permanent  employees  only.  If  you 
have  completed  one  (1)  or  more  years  of  service  in  any  status,  you  may  be  granted 
up  to  one  ( 1 ) year  of  family  care  leave  for  the  birth  of  a biological  child;  the  assumption 
of  parenting  or  child  rearing  responsibilities;  the  serious  illness  or  health  condition 
of  a family  member,  spouse  or  domestic  partner,  your  parent  or  the  parent  of  your 
spouse  or  domestic  partner,  a biological  or  adoptive  child  or  a child  for  whom  you 
have  parenting  or  child  rearing  responsibilities. 

You  are  also  eligible  for  this  leave  if  the  mental  or  physical  impairment  of 
one  of  the  following  persons  renders  that  person  incapable  of  self  care:  a family 
member,  your  spouse  or  domestic  partner,  your  parent  or  parent  of  your  spouse  or 
domestic  partner,  a biological  or  adoptive  child,  or  a child  for  which  you  have 
parenting  or  child  rearing  responsibilities  renders  that  person  incapable  of  self-care. 

Family  Care  Leave  is  unpaid  leave;  however,  this  leave  may  be  granted  in 
addition  to  accumulated  compensatory  time  off,  vacation  time,  floating  holidays  or 
sick  leave  as  granted  under  the  provisions  of  Civil  Service  Commission  Rule  22  - 
Leaves  of  Absence. 

RELIGIOUS  LEAVE.  You  may  be  granted  religious  leave  when  personal 
religious  beliefs  require  that  you  abstain  from  work  during  certain  periods  of  the  work 
day  or  work  week.  Religious  leave  is  without  pay  unless  you  elect  to  use  accumulated 
compensatory  time  off,  vacation  tune,  or  floating  holidays. 

LEAVE  TO  ACCEPT  OTHER  CITY  AND  COUNTY  EMPLOY- 
MENT. Available  to  permanent  employees  only.  Leave  by  a permanent  employee 
to  accept  temporary  or  exempt  appointment  in  the  City  and  County  may  be  approved 
by  a department  head  for  the  duration  of  such  appointment. 

PERSONAL  LEAVE.  Unpaid  personal  leave  may  be  approved  for  a 
permanent  employee,  personal  leave  may  be  approved  for  a period  of  up  to  twelve 
(12)  months  within  any  two  (2)  year  period.  If  you  are  a temporary  or  provisional 
employee,  personal  leave  may  be  approved  for  a maximum  of  one  (1)  month  only  if 
a replacement  for  your  position  is  not  required  for  your  position. 


nixfil  ciarxfirs*  onnn ■ i 


iW/ r-t  Ofln  Cro na/i 


.si  Ct 


31 


City  and  County  of  San  Francisco 


Employee  Handbook 

A Gift  of  Time  - Transfer  of  Sick  Leave  and/or  Vacation  Credits  to 

a CfllaalippbkaHy  III  Employee 

When  you  have  accumulated  sick  leave  and/or  vacation  credits,  you  may 
donate  a portion  of  your  accrual  for  use  by  a City  and  County  employee  suffering  from 
a catastrophic  illness.  If  you  become  catastrophically  ill,  you  may  be  eligible  to 
receive  sick  leave  and/or  vacation  credits  from  other  City  and  County  employees. 

Whether  you  donate  leave  credits  or  receive  them,  you  are  subject  to  certain 
restrictions.  An  informational  pamphlet  entitled  “A  Gift  of  Time  - Transfer  of  Sick 
Pay  and  Vacation  Credits  to  Catastrophically  111  Employees”  is  available  at  the  Civil 
Service  Information  Center.  44  Gough  Street,  lobby  level,  telephone  557-4800. 


Other  Employment  Benefits 


Potential  for  Growth 

Hie  City  and  County's  personnel  system  is  built  on  the  merit  principle, 
which  means  that  hiring  and  promotion  occur  on  a competitive  basis  that  ensures  that 
candidates  for  permanent  appointment  have  equal  opportunity  for  job  and  career 
advancement.  By  doing  your  best  in  your  present  job,  and  seizing  every  opportunity 
to  learn  and  master  new  skills,  you  position  yourself  for  promotional  opportunities 
within  the  City  and  County  system. 

Take  the  initiative  to  explore  promotional  job  vacancies  in  your  department 
and  other  departments.  Permanent  examination  announcements,  provisional  job 
announcements  and  job  opportunities  are  posted  at  the  Civil  Service  Information 
Center,  44  Gough  Street,  lobby  level,  557-4800.  Examination  announcements  are 
also  posted  in  the  display  case  outside  Room  151  City  Hall.  Copies  of  examination 
announcements  are  available  at  the  Civil  Service  Information  Center. 
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TRANSFER,  After  successful  completion  of  the  probationary  period, 
permanent  appointees  may  transfer  from  one  department  to  another  in  the  same  class. 
You  must  file  your  approved  Request  for  Transfer  with  the  Civil  Service  Commis- 
sion. If  you  accept  a new  appointment  by  transfer,  you  must  give  your  current 
department  notice  of  fifteen  (15)  working  days.  You  are  also  subject  to  a new 
probationary  period. 

REASSIGNMENT.  A reassignment  within  your  department  does  not 
require  Civil  Service  Department  approval.  You  may  request  reassignment  or  your 
department  may  reassign  you  at  its  discretion.  Consult  your  departmental  personnel 
representative  for  more  information. 

REAPPOINTMENT.  Certain  reemployment  privileges  are  extended  to 
permanent  employees  who  have  completed  their  probationary  period  and  who  have 
resigned  with  satisfactory  services.  Such  former  employees  may  request  to  reenter 
the  City  and  County  service  to  a vacant  position  in  the  class  from  which  they  resigned 
within  four  (4)  years  from  the  date  of  resignation.  Former  members  of  the  uniformed 
ranks  of  the  Police  and  Fire  departments  may  be  reappointed  within  two  (2)  years  of 
the  date  of  resignation.  Former  employees  may  request  reappointment  to  a vacancy 
in  any  class  in  which  the  probationary  period  was  completed.  It  is  discretionary  on 
the  part  of  the  department  to  approve  a request  for  reappointment. 

If  you  are  interested  in  reappointment,  complete  a Request  for  Reappoint- 
ment form  available  from  the  Civil  Service  Information  Center,  44  Gough  Street, 
lobby  level,  telephone  557-4800,  or  your  former  departmental  personnel  represen- 
tative. 


REINSTATEMENT.  By  reinstatement,  an  employee  returns  to  a vacant 
position  in  a former  class  in  which  the  probationary  period  was  completed  in  the  same 
or  another  department.  This  process  requires  the  advance  approval  of  both  your 
current  and  prospective  department  heads. 

An  employee  serving  a promotive  probationary  period  may  be  reinstated  to 
a vacant  position  in  any  former  class  in  which  the  probationary  period  has  been 
completed  upon  the  employee’s  written  request,  with  the  approval  of  the  General 
Manager,  Personnel,  Civil  Service  Commission. 

If  you  are  interested  in  reinstatement,  complete  a Request  for  Reinstatement 
form  available  from  the  Civil  Service  Information  Center,  44  Gough  Street,  lobby 
level,  telephone  557-4800. 
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Classroom  Training  and  TUitiQD  Reimbursement 

The  Civil  Service  Department  co-sponsors  several  classroom  training 
programs  offered  at  the  San  Francisco  Community  College  District.  These  include 
Test  Preparation.  English  as  Second  Language  (ESL)  Enrichment,  Computer  Courses, 
and  Office  Skills  and  Procedures.  For  class  information,  call  City  College’s  Special 
Programs  and  Services  Office  at  241-2221. 

Additionally,  the  Civil  Service  Department  provides  limited  tuition  assis- 
tance to  permanent  employees  who  are  improving  current  job  skills  or  preparing  for 
promotion.  Request  a Tuition  Reimbursement  Form  from  your  departmental 
personnel  representative  or  contact  the  Civil  Service  Management  and  Employee 
Development  Division,  44  Gough  Street,  telephone  557-4945. 

Management  and  Employ??  E>?y?lopm?pt  Training 

The  Civil  Service  Department  offers  training  programs  for  staff  in  all  City 
and  County  departments.  Workshops  are  offered  throughout  the  year  on  a variety  of 
topics.  Contact  the  Civil  Service  Management  and  Employee  Development  Division, 
44  Gough  Street,  telephone  557-4945,  for  a listing  of  current  workshops  as  well  as 
scheduling  information. 

Additional  Employment 

Additional  or  outside  part-time  employment  for  full-time  employees  is 
permitted  under  cert  am  conditions  and  requires  the  written  approval  of  the  employee ’s 
department  and  the  Civil  Service  Department.  Outside  employment  must  not 
interfere  with  an  employee 's  regular  City  and  County  job  and  cannot  exceed  twenty 
(20)  hours  per  week. 

For  more  information  or  forms  for  applying  for  permission  to  engage  in 
outside  employment,  consult  your  departmental  personnel  representative. 

Employee  Assistance  Program  (E.A.F.) 

The  City  and  County  provides  confidential  information  and  referral  services 
for  City  and  County  employees  and  their  families  through  the  Employee  Assistance 
Program  (E.A.P.),  1360  Mission  Street,  4th  Floor,  telephone  554-9580. 
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E. A. P.’s  licensed,  professional  staff  provides  bilingual  information  and 
referrals,  and  group  and  one-to-one  counseling  on  job  and  personal  crises,  substance 
abuse,  marital  and  family  problems,  emotional  stress  and  other  matters. 

Time  Off  for  Voting 

For  statewide  elections  only  (i.e..  State  or  Federal),  a City  and  County 
employee  may  take  a maximum  of  two  hours  of  paid  leave  to  vote  if  the  employee 
does  not  have  sufficient  time  outside  working  hours  to  vote,  and  if  the  employee 
provides  notice  of  at  least  two  working  days  in  advance.  Please  note  that  this  does 
not  apply  to  local  or  City  and  County  elections. 


>edit  Unions 

As  a City  employee,  you  are  eligible  to  join  one  of  the  following  Credit 
Unions  for  savings,  low  cost  loans  through  payroll  deduction  and  other  services.  Call 
the  appropriate  Credit  Union  for  further  information: 

City  and  County  Employees’  Credit  Union  775-5377 
Firefighters  Credit  Union  553-5900 
Police  Credit  Union  564-3800 

Municipal  Railway  Employees’  Federal  Credit  Union  469-8840 

Muni  Shop  Credit  Union  648-2828 

Recreation  and  Park  Federal  Credit  Union  661-4652 

Combined  Charities  Campaign 

The  City  and  County  sponsors  an  annual  Combined  Charities  Campaign  that 
encourages  employee  contributions  to  any  of  eight  local  charitable  foundations.  For 
more  information,  contact  your  departmental  personnel  or  payroll  office. 
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Safety 


Safety  on  the  Job 

Safety  is  everybody’s  job.  Be  alert  at  all  times  to  safety  hazards.  If  vou 
see  an  unsafe  act  or  condition,  either  correct  it  yourself  if  it  is  safe  to  do  so 
or  report  it  to  vour  supervisor. 

Remember  that  accidents  don't  just  happen  - they  are  caused  by  people. 
There  is  no  job  so  important  that  time  cannot  be  taken  to  do  it  safely.  What  may 
seem  like  a shortcut  might  cost  you  long  weeks  in  the  hospital.  For  reasons  of 
safety,  clothing  and  footwear  appropriate  to  the  type  of  work  being  performed  is 
to  be  worn. 

Do  not  engage  in  playful  activities  which  might  result  in  injury  to  yourself 
or  others. 

Your  department  has  a written  Illness  and  Injury  Prevention  Program 
which  includes  employee  instruction  and  training,  periodic  inspections,  and 
correction  of  unsafe  conditions. 

Qn-the-jpb  Injury  and.W.g£tos..C9mp^sati90 

The  Retirement  System  administers  the  benefit  provisions  of  the  Work- 
ers’ Compensation  Laws  of  the  State  of  California  through  its  Workers’  Compen- 
sation Division.  These  benefits  cover  ALL  City  and  County  employees,  including 
those  of  the  Community  College  and  Unified  School  District  - both  temporary  and 
permanent. 

Hq*  Iq  report  vour  injury: 

If  you  are  injured  at  work  or  because  of  your  work,  report  the  injury  to  your 
supervisor  immediately. 
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Initial  Repair- 

Prompt  reporting  assures  that  your  injury  will  receive  adequate  medical 
attention  and  that  other  applicable  benefits  will  be  provided  on  a timely  basis. 

Y our  immediate  supervisor  must  be  notified  of  any  industrial  incident  and 
will  be  responsible  for  following  through  on  further  reporting  requirements. 

When  jQ.ikimrf 

Where  there  has  been  a specific  event  which  results  in  injury,  you  are 
required  to  report  the  incident  immediately  to  your  supervisor.  In  all  cases  your 
injury  is  to  be  reported  by  the  end  of  your  scheduled  work  shift. 

The  supervisor  is  required  to  provide  you  with  an  Employee’s  Claim  For 
Workers'  Compensation  Benefits  within  24  hours  of  your  reporting  of  any  injury. 
Please  complete  the  form  and  return  it  immediately  to  your  supervisor.  Your 
supervisor  will  provide  you  with  a dated  copy  of  the  form. 

California  law  requires  an  employer  to  report  within  five  days  every 
industrial  injury  or  occupational  disease  which : (a ) results  in  lost  time  beyond  the  day 
of  injury,  or  (b)  requires  medical  treatment  other  than  first  aid. 

Medical  Treatment: 

If  medical  care  is  necessary,  you  are  to  report  immediately  to  the 
FRANCISCAN  TREATMENT  ROOM.  Saint  Francis  Memorial  Hospital,  1150 
Bush  Street,  1st  Floor,  near  the  Emergency  Department  (Use  Bush  Street  Entrance), 
San  Francisco.  The  Franciscan  Treatment  Room  is  open  8:00  a.m.  to  5:00  p.m. 
Monday  - Friday.  If  your  injury  occurs  outside  the  above  time  periods,  report  to  the 
Emergency  Treatment  Room  at  St.  Francis. 

In  case  of  severe  traumatic  injury  call  for  medical  assistance  immediately, 
call  Emergency  Services  (911).  If  you  are  outside  San  Francisco,  go  to  the  nearest 
Emergency  Hospital  for  treatment.  Notify  your  supervisor  as  soon  as  possible. 

If  you  are  an  employee  of  San  Francisco  General  Hospital  go  directly  to  the 
Hospital's  emergency  service  or  employee  health  center  as  directed  by  your  super- 
visor. 
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The  Retirement  System  does  not  accept  liability  for  the  expense  of  medical 
treatment  obtained  elsewhere  through  your  choice  unless:  (1)  there  is  a valid 
emergency,  (2)  special  authorization  has  been  obtained  from  the  Workers’  Compen- 
sation Div  ision  for  outside  treatment , or  (3 ) you  have  a letter  on  file  with  the  Workers  ’ 
Compensation  Division,  indicating  the  name  and  address  of  your  personal  physician. 

Temporary  Disability  Benefits: 

Temporary  disability  benefits  are  paid  in  accordance  with  schedules  set  by 
State  law.  These  benefits  are  generally  less  than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  department’s  payroll  section  for 
supplemental  sick  pay  benefits  authorized  in  Civil  Service  regulations  to  make  up  the 
difference  between  your  normal  salary  and  the  amount  paid  to  you  in  Workers’ 
Compensation  benefits.  The  extent  to  which  this  is  possible  will  depend  on  the 
amount  of  your  accumulated  sick  leave. 

Eiiilbgr  Assistance: 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of  Workers’ 
Compensation  benefits.  The  Workers’  Compensation  Division  has  the  responsibility 
for  the  administration  of  benefits  for  employees  injured  in  the  course  of  employment. 
If  any  question  arises  with  the  handling  of  your  claim  for  Workers’  Compensation 
Benefits,  call  554-1777. 

For  additional  information,  you  may  contact  the  Information  and  Assistance 
Officer  of  the  State  Division  of  Industrial  Accidents  by  calling  1-800-736-7401. 
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EMPLOYEE  OBLIGATIONS 


Inte2ritv  on  the  Job 


City  and  County  employees  may  not  participate  in  any  activity  or  enterprise 
where  income,  profit  or  other  gain  is  or  may  be  accrued,  which  could  reflect  on  the 
honor  or  efficiency  of  the  City  and  County  service,  or  is  or  may  be  contrary  to  the  best 
interests  of  the  City  and  County. 

Employment  Verification 

When  providing  infonnation  for  the  purpose  of  verifying  your  employment, 
list  your  department  as  the  employer,  not  the  City  and  County  of  San  Francisco.  If 
you  list  youremployer  as  “City  and  County  of  San  Francisco”  or  “San  Francisco  Civil 
Service,”  there  will  be  a delay  in  verification  of  employment.  Consider  each  City  and 
County  department  you  worked  for  as  a separate  employer.  Be  certain  that  a separate 
request  to  verify  your  employment  goes  to  each  department  where  you  have  worked. 

WQr.k  Sit?  Security 

To  prevent  and  discourage  unauthorized  access  to  your  work  site,  do  not 
leave  your  office  area  unattended.  Do  not  prop  open  doors  or  windows  which  are 
normally  kept  locked.  Lock  all  office  doors  after  business  hours  or  when  you  leave. 
Prevent  and  discourage  theft  by  securing  your  valuables. 

Keys  may  not  be  duplicated  without  permission.  Do  not  lend  keys  and  report 
all  lost  keys.  Return  keys  upon  permanent  separation  or  absence  over  thirty  days. 

ISo-Smoking  Enforcement 

City  and  County  departments  may  prohibit  smoking  in  public  areas  and 
shared  work  space  where  they  have  jurisdiction.  Generally,  smoking  may  be 
permitted  in  a private  enclosed  office  where  space  is  occupied  exclusively  by 
smokers. 
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workplace  Ealkx 

In  conformance  with  the  Federal  Drug  Free  Workplace  Act,  the  City  and 
County  maintains  a drug-free  workplace  and  expects  all  employees  to  be  aware  that 
unlawful  manufacturing,  distribution,  dispensation,  possession  or  usage  of  any 
controlled  substance  in  the  workplace  is  strictly  prohibited. 

If  you  are  engaged  in  activities  funded  by  Federal  grant,  you  must  notify  the 
department  head  of  any  criminal  drug  statute  conviction  for  a violation  occurring  in 
the  workplace  no  later  than  five  (5)  days  after  such  conviction.  Contact  your 
personnel  representative  for  more  information. 

For  information  about  the  dangers  of  drug  abuse  in  the  workplace  as  well  as 
counseling  and  rehabilitation  services  available  to  you,  contact  the  Employee 
Assistance  Program  (E.A.P.),  telephone  554-9580. 

Charter  Provisions  Relating  to  Disciplinary  Action  Against 
Striking  Employees  Other  than  Members  of  the  Police  and  Fire 
Department 

This  Charter  Section  was  passed  by  the  electorate  on  November  2, 1 976.  The 
impetus  for  the  passage  of  this  Charter  section  was  the  public’s  dissatisfaction  with 
the  38-day  strike  by  certain  segments  of  the  City  and  County’s  work  force.  It  was  the 
public's  intention  to  require  dismissal  of  any  striking  employee. 

The  section  establishes  a committee  of  five  (5)  members  - the  presidents  of  the  Civil 
Service,  Public  Utilities,  Airport,  Fire,  and  Police  Commissions  - to  cany  out  the 
dismissals. 

Significantly,  Section  8.346  removes  any  discretionary  ability  from  the 
Mayor's  Office.  Board  of  Supervisors,  Civil  Service  Commission,  department  heads, 
etc.,  in  processing  the  disciplinary  penalties  against  striking  employees  if  they  have 
engaged  in  any  form  of  job  action  including: 

". . .the  willful  failure  to  report  for  duty,  the  willful  absence  from  one's  position, 
any  concerted  stoppage  or  slowdow  n of  work,  any  concerted  interruption  of 
operations  or  serv  ices  by  employees,  or  the  willful  abstinence  in  whole  or  in  part 
from  the  full,  faithful,  and  proper  performance  of  the  duties  of  employment,  for 
the  purpose  of  inducing,  influencing,  or  coercing  a change  in  the  conditions  of 
employment. . 
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The  Charter  provisions  also  indicates  that  . .No  officer,  board,  commission, 
or  committee  of  the  City  and  County  of  San  Francisco  shall  have  the  power  to 
grant  amnesty  to  any  person  who  has  violated  any  of  the  provisions  of  this 
section,  and  such  officer  or  bodies  shall  not  grant  amnesty  to  any  person  who 
has  violated  any  of  the  provisions  of  this  section  . . 

A number  of  employees  have  asked  whether  Section  8.346  remains  legally 
enforceable  in  light  of  a recent  case  holding  that  certain  public  employee  strikes  are 
not  per  se  illegal  under  State  law.  The  City  Attorney  informs  us  that  the  case,  Los 
Angeles  County  Sanitation  Dist.  No.  2 v.  Los  Angeles  County  Employees  Associa- 
tion. does  not  affect  Charter  prohibitions  on  strikes.  Therefore,  Section  8 .346  remains 
enforceable. 

If  You  Suspect  Improper  or  Criminal  Activity  on  the  .tob 

As  a City  and  County  employee,  you  have  a duty  to  report  any  incidents  of 
improper  or  illegal  activity  involving  your  department  or  another  City  and  County 
department.  Never  confront  an  employee  whom  you  suspect  is  involved  in  illegal  or 
criminal  activity . Discuss  the  matter  with  your  supervisor  or  departmental  personnel 
representative. 


Whistleblower  Program 

The  Improper  Government  Activities  Office,  better  known  as  the 
“Whistleblower  Program”,  investigates  violations  of  City  and  County,  State  or 
Federal  Laws.  The  program  is  designed  to  help  limit  spending,  protect  City  and 
County  property,  build  public  trust  and  confidence,  and  correct  harmful  and  improper 
government  activities.  Improper  activities  include  economic  waste,  fraud,  bribery, 
theft,  misuse  of  property  and  unfair  employment  practices. 

The  identity  of  persons  reporting  alleged  improper  government  activities  is 
kept  confidential  to  the  extent  necessary  to  conduct  an  adequate  investigation.  Also, 
the  City  and  County  ordinance  prohibits  acts  of  reprisal  or  retaliation  against 
individuals  who  report  allegations  of  misconduct. 

Direct  information  in  writing  to  the  Whistleblower  Program,  Employee 
Relations  Division,  Office  of  the  Mayor,  1390  Market  Street,  Mezzanine,  Suite  230, 
San  Francisco,  CA  94102.  For  more  information,  contact  the  Employee  Relations 
Division,  telephone  554-3985 
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Use  of  Citv  and  County  Pr9perty  for  Busings  Purposes  QpIy 

All  City  and  County  equipment,  devices  and  materials  (e.g.  photocopier, 
telephones,  computers,  stationery,  etc.)  must  be  used  only  for  conducting  City  and 
County  business.  Use  of  City  and  County  property  for  personal  or  private  purposes, 
or  employee  organization  business,  is  strictly  prohibited. 

Computers  and  Data  Information  Systems 

City  and  County  employees  with  access  to  computer  files  and  records  may 
not  release  or  disseminate  information  to  others  without  authorization.  The 
release  or  dissemination  of  such  material  may  constitute  an  invasion  of  privacy,  and 
may  be  grounds  for  disciplinary  action  and  termination. 

The  use  of  unauthorized  programs  and  copies  of  commercial  software 
packages  is  prohibited.  Computer  programs  utilized  by  the  City  and  County  may  not 
be  duplicated  or  altered  for  personal  use.  Do  not  use  computers,  printers  or 
information  systems  for  personal  business  or  entertainment.  Keep  your  log-on 
password  confidential. 

Telephony 

Telephones  are  an  essential  pan  of  conducting  business.  Proper  usage 
is  imponant,  since  the  impression  that  people  have  of  City  and  County 
government  is  influenced  by  their  contact  with  you  over  the  telephone. 

When  receiving  calls,  always: 

1 . Answer  promptly.  (Try  to  answer  by  the  third  ring.) 

2.  Identify  the  department  or  specific  office. 

3.  Do  not  place  a person  on  “hold”  for  a long  period  of  time. 

3 . Offer  to  take  a message  if  the  person  called  is  not  available. 

(Do  not  say  to  the  caller,  “The  person  you  wish  to  speak  to 
is  not  in  the  office”  or  “The  person  you  wish  to  speak  to  has 
left  for  the  day.”  If  the  person  is  not  available,  simply  state 
that  the  person  is  not  available  and  that  you  will  take  a 
message.) 

4.  Be  courteous  and  friendly. 
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When  making  calls,  always: 

1 . Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  brief. 

4.  Be  polite  and  friendly. 

Other  points  to  remember:  1 ) It  is  a courteous  practice  and  good  business 
sense  to  return  all  of  your  calls  promptly;  2)  If  you  dial  a wrong  number,  report  it  to 
the  Operator  immediately  in  order  to  remove  charges;  3)  Refer  solicitation  calls  to 
your  supervisor. 

Eacsimil&-(TAX)  Machines 

Facsimile  (FAX)  lines  must  be  used  only  for  conducting  City  and  County 
business. 

EiigtQCQ.pymg  Machines 

In  order  to  conserve  paper,  City  and  County  employees  must  use  two-sided 
copying  whenever  possible.  The  use  of  office  photocopying  equipment  is  limited  to 
City  and  County  business. 

Recycling  Office  Paper 

In  March  1988,  the  Board  of  Supervisors  unanimously  adopted  a resolution 
to  make  office  paper  recycling  a City  and  County  policy  of  the  highest  priority.  The 
City  and  County  of  San  Francisco  has  one  of  the  finest  municipal  paper  recycling 
programs  in  the  country.  In  1989,  City  and  County  employees  recycled  300  tons  of 
white  paper  and  computer  paper,  and  thereby  raised  $37,000  for  the  City’s  General 
Fund. 


Take  part  in  these  recycling  efforts.  Y our  office  has  recycling  bins  in  central 
and  convenient  locations,  and  all  employees  may  request  an  individual  recycling  box 
for  their  desk  areas.  If  you  would  like  a recycling  box  or  have  questions,  contact  the 
City  and  County  Recycling  Program  at  554-6194. 


43 


City  and  County  of  San  Francisco 


Employee  Handbook 

Your  Responsibilities  in  Case  of  Emergency 

If  a local  emergency  is  proclaimed  by  the  Mayor  or  an  authorized  City  and 
County  official  because  of  an  actual  or  threatened  disaster  such  as  earthquake,  fire, 
riot,  etc.,  City  and  County  employees  may  be  required  to  provide  services  during  the 
emergency  and  subsequent  period  of  assessment  and  recovery. 

Vse  Of  Public  Transportation 

City  and  County  employees  are  encouraged  to  use  public  transit  — not  only 
for  the  journey  between  home  and  work,  but  also  during  the  course  of  the  business 
day.  San  Francisco  Municipal  Railway  (MUNI)  offers  frequent  service  in  the  City 
and  County  on  its  buses,  streetcars  and  cable  cars.  Although  a City  and  County 
automobile  may  be  available  for  your  use,  congestion  and  parking  usually  make 
MUNI  a more  convenient  way  to  travel. 

Call  MUNI’s  Telephone  Information  Center  at  (415)  673-MUNI  for  the 
latest  information  on  fares  and  schedules. 

Improving  the  Quality  of  Your  Workplace 

Be  conscientious  about  the  public ’s  and  client's  perception  of  your  activities 
and  your  work  environment.  For  example,  keep  your  office  area  tidy.  Do  your  pan 
in  maintaining  a clean  and  orderly  work  space,  particularly  if  you  have  interaction 
with  the  public. 

If  you  are  on  break,  a member  of  the  public  may  not  know  this,  therefore  do 
not,  for  example,  read  newspapers  or  magazines  at  your  desk  or  eat  your  lunch  in  a 
high  visibility  area.  Keep  non-business  visitors  and  personal  visiting  to  an  absolute 
minimum. 

Improve  the  quality  of  your  workplace  by  striving  to  maintain  high  standards 
and  providing  the  best  service  possible. 
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Civil  Service  Publication  Series 


The  following  informational  pamphlets  may  be  picked  up  at  the  Civil 
Service  Information  Center  at  44  Gough  Street,  lobby  level,  telephone  557-4800. 
Call  the  office  for  availability.  Pamphlets  will  be  mailed  if  you  provide  a self- 
addressed  business  size  envelope  with  appropriate  postage  (1-4  pamphlets  = 29#,  5- 
9 = 52#,  10-13  = 75#).  Class  specifications  (“job  specs”)  will  be  mailed  only  if 
accompanied  by  a self-addressed  business  size  envelope  with  appropriate  postage  ( 1 - 
4 specifications  = 29#,  5-9  = 52#,  10-13  = 75#)  and  the  cost  of  photocopying  - 
currently  15#  per  page.  Call  the  Civil  Service  Information  Center  at  557-4800  for 
photocopying  rates. 


PAMPHLETS 

# 1 How  to  Get  a Job  With  the  City  and  County  of  San  Francisco 

# 2 Important  Employment  Information 

# 3 Now  That  You’ve  Passed  Your  Civil  Service  Examination...” 

# 5 Applicant  Information:  Clerical  Examinations 

# 6 Applicant  Information:  Veteran’s  Preference 

# 7 Applicant  Information:  Arrest  and  Conviction  Policy 

# 8 Applicant  Information:  Education 

# 9 Rule  34  Program 

#10  Federal  Immigration  & Naturalization  Service  Requirements 
#11  A Gift  of  Time  (Catastrophic  Illness  Program) 

#12  How  to  File  a Discrimination  Complaint 

#13  Layoff  and  Involuntary  Leave  of  Absence  Information 


Publications  in  development  include:  Respect  on  the  Job,  Civil 
Service  Information  Center,  Striking  Employees,  Changing  Your  Address  or 
Your  Name,  Disability  Transfer,  On-the-Job  Injury,  Safety,  Employee  Assis- 
tance Program,  Tuition  Reimbursement,  Performance  Appraisal,  Additional 
Employment,  Employment  Verification,  Courtesy  to  the  Public  and 
Whistleblower  Program. 
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PUBLICATIONS 

The  following  publications  are  available  for  inspection  or  purchase  at  the 
Civil  Service  Information  Center,  44  Gough  Street,  telephone  557-4800. 


#1 

Civil  Service  Commission  Rules 

Cost: 

$10.00 

#2 

Civil  Service  and  Related  Provisions 

of  the  Charter 

Cost: 

$ 5.00 

#3 

Personnel  Policy  and  Procedures  Manual 

Cost: 

$15.00* 

#4 

Salary  Standardization  Ordinance 

Cost: 

$ 

5.00** 

#5 

Employee  Handbook 

Cost: 

$ 

2.00*** 

#6 

Class  Indexes 

Cost: 

$ 

2.00 

#7 

Directory  of  Civil  Service  Department  Divisions, 
Functions  and  Resource  Personnel 

Cost: 

$ 

3.00** 

#9 

Civil  Service  Commission  Annual  Report 

Cost: 

$ 

2.00 

#12 

Directory  by  Department  of  Appointing  Officers  and 

Departmental  Personnel  Contacts 

Cost: 

$ 

1.00 

*With  binder:  additional  $6.50 

^^Complimentary  copy  provided  to  each  department  and  employee 
organization 

*** Complimentary  copy  given  to  each  employee 
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Office  of  the  Mayor 

SAN  FRANCISCO 


Willie  Lewis  Brown,  Jr 


Dear  San  Francisco  Employee: 

Congratulations  on  becoming  a new  employee  with  the  City  and  County  of  San 
Francisco. 

You  are  joining  a select  group  as  you  begin  your  new  position.  All  of  us  who 
have  the  great  privilege  of  serving  the  people  of  San  Francisco  can  take  pride  in 
that  we  represent  one  of  the  premiere  cities  of  the  world.  We  must  take 
responsibility  in  keeping  our  City  true  to  its  reputation. 

As  Mayor,  you  have  my  pledge  to  work  for  quality  and  excellence.  I have 
committed  to  efficient  city  services.  Our  employees  should  be  treated  with  respect 
and  fairness  so  you  can  give  your  best  in  your  job.  Goals  and  expectations  should 
be  clearly  communicated.  Be  assured  that  I am  communicating  my  expectations 
to  all  department  heads  and  managers. 

I hope  that  you  will  be  part  of  an  effort  to  create  a can-do  image  for  our  city.  Your 
ideas  and  thoughts  will  always  be  welcomed.  Best  wishes  as  you  begin  your  new 
job. 

Sincerely,[  >0  t 

WILLIE  L BROWN,  JR. 

Mayor 


401  VAN  NESS  AVENUE,  ROOM  336,  SAN  FRANCISCO,  CALIFORNIA  94102 
(41  S)  554-6141 
RECYCLED  PAPER 
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City  and  County  of  San  Francisco 
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Department  of  Human  Resources 


ANDREA  R.  GOURDINE 
HUMAN  RESOURCES  DIRECTOR 


September,  1996 


As  you  begin  your  career  or  promote  to  a higher  level  position  within  the  City  and  County, 
remember  that  regardless  of  where  you  work  or  the  nature  of  your  job  assignment,  how  you  do 
your  job  will  affect  the  way  that  the  public  views  our  City.  Do  your  job  well! 

Please  take  the  time  to  read  this  Employee  Handbook.  We  have  prepared  it  to  give  you 
important  information  on  the  City  and  County’s  commitment  to  diversity,  our  policies  on  work 
schedules,  safety  on  the  job,  and  your  obligations  as  an  employee.  It  also  provides  you  with  the 
basics  about  your  health  care  and  retirement  benefits,  salary  administration,  pay  periods,  holidays 
and  civil  service  system. 

The  City’s  human  resource  staff  is  here  to  help  you  with  your  employment-related  questions.  If 
you  need  further  information,  contact  the  appropriate  DHR  Division  as  identified  in  this 
Handbook.  Alternatively,  you  may  find  it  more  convenient  to  contact  your  department  personnel 
representative. 

Working  for  the  City  and  County  of  San  Francisco  is  a privilege  and  an  opportunity.  Along  with 
this  privilege,  comes  the  responsibility  for  carrying  out  our  duties  in  a manner  that  is  consistent 
with  the  highest  standards.  I encourage  you  to  consistently  strive  for  excellence  in  your  new  role 
and  to  support  your  fellow  employees  in  raising  their  performance  level.  Working  together,  one 
step  at  a time,  we  can  make  a positive  difference. 


Sincerely, 


Andrea  R.  Gourdine 
Director  of  Human  Resources 


I 


44  Gough  Street  • San  Francisco,  CA  94103-1233 
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INTRODUCTION 


The  Employee  Handbook  has  a dual  role:  educating  employees  who  are  new  to  the 
City  and  County  service  and  serving  as  a resource  for  current  employees.  The 
Handbook  contains  information  on  current  personnel  rules,  policies,  procedures, 
services  and  benefits,  and  is  to  be  used  as  a basic  reference  guide. 

While  every  attempt  has  been  made  to  cover  a variety  of  topics  and  ensure  accuracy 
of  information,  the  Handbook  may  not  be  entirely  comprehensive.  If  there  is  a 
discrepancy  or  omission,  the  current  official  ordinance,  regulation,  Civil  Service 
Commission  Rule  or  your  department's  policy  governs. 

The  City  and  County  of  San  Francisco  reserves  the  right  to  change  or  modify  the 
terms  and  conditions  set  forth  in  this  Handbook.  The  provisions  of  this  Handbook 
do  not  constitute  a contract  of  employment.  Property  or  other  rights  in  employment 
are  governed  by  various  labor  agreements,  applicable  Charter  provisions,  City  and 
County  ordinances,  and  Civil  Service  Commission  Rules. 

The  personnel  representative  of  your  department  will  be  able  to  help  you  in  the 
event  that  you  need  more  information  about  any  of  the  topics  presented. 
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VALUING  DIVERSITY  IN 
THE  WORKPLACE 


POLICIES 

Valuing  diversity  in  the  workplace  is  all  about  learning  to  live  with  one  another  on  the  job.  The 
City  and  County  of  San  Francisco  has  strictly  enforced  policies  that  protect  your  rights  and  the 
rights  of  your  co-workers  on  diversity  issues. 


Policy  on  Affirmative  Action  and  Equal  Employment  Opportunity 

The  City  and  County  of  San  Francisco  is  committed  to  equal  employment  opportunity  and  a 
program  of  affirmative  action.  It  is  the  policy  of  the  City  and  County  to  ensure: 

► equal  opportunity  to  all  persons  with  disabilities  in  or  seeking  employment  in  City  and 
County  service; 

► that  selection  of  employees  to  positions  within  the  City  and  County  be  made  on  the  basis 
of  merit  and  fitness  without  discrimination; 

► that  continuing  programs  be  maintained  to  provide  equal  employment  opportunities  to 
women,  minorities  and  persons  with  disabilities  to  achieve  meaningful  employment  at  all 
levels. 

Vigorous  enforcement  of  the  laws  against  discrimination  will  be  carried  out  at  every  level  of  each 
department  to  ensure  that  all  persons,  regardless  of  relationship,  race,  religion,  sex,  national 
origin,  ethnicity,  age,  physical  or  mental  disability,  political  affiliation,  sexual  orientation, 
ancestry,  marital  status,  color,  medical  condition  [cancer-related,  HIV  infection  or  Acquired 
Immune  Deficiency  Syndrome  (AIDS)]  or  other  non-merit  factors,  will  have  equal  access  to 
positions  in  the  City  and  County  service,  limited  only  by  ability  to  do  the  job. 


City  and  County  of  San  Francisco 
Employee  Handbook 


Policy  on  Respect  for  AH  Persons 

The  City  and  County  of  San  Francisco  values  the  multi-cultural  diversity  of  its  population  and  its 
work  force,  and  it  is  the  policy  of  the  City  and  County  to  treat  all  persons  with  respect.  For  that 
reason,  the  City  and  County  prohibits  any  of  its  employees  and  officials  from  using  slurs  against 
any  person  on  the  basis  of  race,  color,  sex,  national  origin,  ancestry,  age,  sexual  orientation  or 
disability.  A slur  is  a word  or  combination  of  words  that  inflicts  injury,  does  not  offer 
opportunity  for  response,  does  not  appeal  to  rational  faculties,  or  is  a nonessential  or  gratuitous 
aspect  of  any  exposition  of  fact  or  opinion.  Evidence  of  usage  of  such  slurs  will  be  documented 
in  the  employee's  job  performance  evaluation  and  will  be  considered  in  evaluating  the 
employee's  fitness  for  City  and  County  service. 


Policy  Prohibiting  Sexual  Harassment 

The  sexual  harassment  of  City  and  County  employees  is  prohibited  by  the  San  Francisco 
Administrative  Code  and  other  laws.  Sexual  harassment  consists  of  unwelcome  and  unsolicited 
sexual  conduct,  including  overtures,  advances  and  other  sexually  harassing  verbal  or  physical 
conduct.  Sexual  harassment  also  includes  visual  forms  of  harassment  such  as  sexually  explicit 
posters,  graffiti  or  other  written  documents  containing  sexually  offensive  information. 

These  are  some  examples  of  sexual  harassment: 

► verbal  harassment  (e.g.,  epithets,  derogatory  comments  or  slurs); 

► physical  harassment  (e.g.,  assault,  impeding  or  blocking  movement,  gestures  or  any 
physical  interference  with  normal  work  or  movements); 

► visual  forms  of  harassment  (e.g.,  derogatory  posters,  letters,  poems,  graffiti,  cartoons  or 
drawings);  or 

► requests  for  sexual  favors  or  unwanted  sexual  advances. 

If  you  feel  you  are  being  sexually  harassed,  you  should  inform  your  supervisor  or  other 
responsible  officer  immediately.  Supervisory  employees  are  required  to  take  corrective  action  if 
employees  are  being  subjected  to  sexual  harassment. 

The  Discrimination  Complaint  Procedure  provides  an  avenue  for  investigating  and  resolving 
allegations  of  sexual  harassment.  For  information  and  assistance  on  the  complaint  procedure, 
you  may  call  the  EEO/AA  Division  at  557-4832.  City  officials  or  employees  who  are  found  to 
engage  in  harassment  are  subject  to  disciplinary  action,  up  to  and  including  termination. 

Policy  on  Language  Diversity 

The  Civil  Service  Commission  recognizes  that  the  cultural  and  racial  composition  of  San 
Francisco  and  its  work  force  is  rapidly  changing.  Therefore,  the  City  and  County  has  established 
a policy  which  states  that,  with  few  exceptions,  an  employee's  use  of  a language  other  than 
English  in  the  workplace  is  a legally  protected  right. 
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Any  rule  which  requires  employees  to  speak  only  English  at  all  times  may  result  in  unlawful  I 

discrimination.  Accordingly,  a City  and  County  department  may  have  a rule  requiring  that 

employees  speak  only  English  at  certain  times,  if  the  department  can  show  that  the  rule  is 

justified  by  business  necessity;  notifies  employees  of  the  rule  and  of  the  circumstances  when 

speaking  only  English  is  required;  and  informs  employees  of  the  consequences  of  violating  the 

rule. 


Policy  Prohibiting  Employee  Violence  In  The  Workplace 

It  is  the  policy  of  the  City  and  County  of  San  Francisco  to  require  employees  to  treat  co-workers 
and  members  of  the  public  with  courtesy  and  respect.  The  City  and  County  of  San  Francisco 
will  not  tolerate  any  assaults,  battery  or  threats  or  acts  of  violence  by  employees  in  the 
workplace. 

Employees  are  also  prohibited  from  bringing  weapons  to  the  job,  unless  required  by  the  City  and 
County  department  in  the  performance  of  the  employee’s  official  duties.  Weapons  include,  but 
are  not  limited  to,  firearms,  knives  or  weapons  defined  in  the  California  Penal  Code  Section 
12020. 

Failure  to  comply  with  this  policy  may  result  in  employee  discipline  up  to  and  including 
termination. 

i 

Employees  have  the  responsibility  to  report  any  threats  or  acts  of  violence  to  their  respective 
supervisors.  Supervisors  and  managers  through  the  department  head,  Human  Resources  official, 
personnel  official,  or  designee  have  the  responsibility  to  investigate  any  reported  incidents  of 
threats  or  acts  of  violence  by  any  employees  and  to  take  appropriate  action. 

Appropriate  action  taken  by  the  department  head,  Human  Resources  official,  personnel  official, 
or  designee  may  include,  but  is  not  limited  to,  one  or  more  of  the  following  depending  on  the 
nature  of  the  threat  or  act  of  violence. 

• Calling  Emergency  Response  “91 1 ,”  if  the  threat  is  immediate  and  life  threatening; 

• Placing  the  employee  on  administrative  leave  in  accordance  with  Charter  Section  A8.341 
or  suspension  or  other  provisions  of  applicable  labor  contracts; 

• Referring  the  matter  to  the  City  Attorney  to  determine  if  a restraining  order  is 
appropriate; 

• Requesting  the  Human  Resources  Director  to  schedule  a medical  examination  to 
determine  fitness  for  duty; 
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tolerated; 

• Referring  the  employee  to  the  Employee  Assistance  Program  or  to  a health  care/medical 
provider; 

• Referring  to  the  Employee  Assistance  Program  or  other  support  services,  employees  who 
are  a potential  or  actual  target  of  an  act  or  threat  of  violence; 

• Other  measures  may  be  taken  as  appropriate  under  the  circumstances. 


PROGRAMS 

Reasonable  Accommodation  for  Employees  with  Disabilities 

The  City  and  County  of  San  Francisco  is  firmly  committed  to  its  implementation  of  the 
American  with  Disabilities  Act  of  1990  (ADA). 

The  ADA  prohibits  discrimination  against  persons  with  disabilities.  The  following  are  regarded 
as  persons  with  disabilities:  1)  an  individual  who  has  a physical  or  mental  impairment  that 
substantially  limits  one  or  more  major  life  functions;  2)  an  individual  who  has  a record  of  a 
disability;  3)  an  individual  regarded  as  having  a disability;  and  4)  an  individual  associated  with 
a person  with  a disability. 

If  you  have  a disability  and  you  need  an  accommodation  in  order  to  perform  the  essential 
functions  of  your  job,  inform  your  supervisor  or  your  department  personnel  representative 
immediately.  Requests  for  accommodation  will  be  evaluated  on  a case  by  case  basis. 


Disability  Transfer  Program 

A civil  service  employee,  except  uniformed  members  of  the  Police  or  Fire  Department,  who  has 
three  years  of  permanent  service  and  who  becomes  incapable  of  performing  his  or  her  duties, 
may  apply  for  a disability  transfer.  Transfers,  in  accordance  with  CSC  Rule  14.34  Transfer  of 
the  Disabled,  may  be  made  to  any  class  within  the  employee's  capacity  to  perform,  with  a salary 
as  close  as  possible  to  the  current  class. 

Contact  your  departmental  personnel  representative  for  information  regarding  the  disability 
transfer  process. 
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Rule  15  - Program  to  Hire  the  Severely  Disabled 

CSC  Rule  1 5 provides  a process  for  individuals  who  are  severely  disabled  to  become  permanent 
City  and  County  employees  without  going  through  the  Civil  Service  Commission  exam  process, 
this  alternative  is  sometimes  called  the  “Rule  1 5 Program.” 

An  informational  pamphlet  entitled  "Rule  1 5 Program"  is  available  from  the  Department  of 
Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800.  For 
more  information,  you  may  contact  the  Equal  Employment  Opportunity  and  Affirmative  Action 
Division  by  telephone  at  557-4832,  or  at  775-9498  (TDD)  if  you  have  a hearing  impairment. 


Women's  Employment  Program 

The  objective  of  the  Women's  Employment  Program  is  to  recruit  and  retain  women  in 
classifications  where  they  have  been  traditionally  under  represented,  such  as  skilled  crafts  and 
trades  positions,  and  protective  services  in  the  Police  and  Fire  Departments.  Employees  or 
applicants  for  City  and  County  jobs  who  are  interested  in  the  resources  of  this  program, 
including  receipt  of  a regular  newsletter  about  program  activities,  may  contact  the  Equal 
Employment  Opportunity  and  Affirmative  Action  Division  by  telephone  at  557-4832,  or  at  775- 
9498  (TDD)  if  you  have  a hearing  impairment. 


EQUAL  EMPLOYMENT  OPPORTUNITY  AND  AFFIRMATIVE  ACTION 
DIVISION 

The  Department  of  Human  Resources  Equal  Employment  Opportunity  and  Affirmative  Action 
Division  works  to  improve  employment  opportunities  of  minorities,  women,  and  disabled 
individuals  within  the  City  and  County  of  San  Francisco  Service;  monitors  Affirmative  Action 
Plans  in  City  departments;  conducts  outreach  recruitment  efforts  in  targeted  communities  in  the 
Bay  Area;  administers  EEO  programs,  and  investigates  complaints  of  employment 
discrimination. 

If  you  feel  that  your  rights  have  been  violated,  you  may  call  the  Equal  Employment  Opportunity 
and  Affirmative  Action  Division  for  information  and  assistance  at  557-4832,  or  at  775-9498 
(TDD)  if  you  have  a hearing  impairment. 
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INFORMATION  ABOUT  YOUR 
CITY  AND  COUNTY  EMPLOYMENT 


DHR  INFORMATION  CENTER 


Job  Opportunities 

The  Department  of  Human  Resources  Information  Center  offers  a wide  variety  of  information  for 
both  applicants  and  City  employees.  Job  examination  announcement  bulletin  boards  are  located 
here.  Announcements  for  temporary  jobs  and  transfer  opportunities  citywide  are  also  posted  on 
these  bulletin  boards. 

Information  and  Publications 

The  Department  of  Human  Resources  Information  Center  also  has  available  position  classification 
information,  important  information  pamphlets  and  reference  materials  on  examination-related  issues 
(e.g.,  educational  equivalencies,  points  for  certain  military  veterans),  and  other  employment  topics 
(see  Appendix,  page  38). 

Department .gf  Human  Resources. Information  Center 
44  Gough  Street.  First  Floor  Lobby 
Telephone  557-4800  or  775-9484  (TDD  - Hearing  Impaired) 


CLASSIFICATION 

Positions  in  the  City  and  County  have  been  classified  by  the  Department  of  Human  Resources 
according  to  their  duties  and  responsibilities.  Positions  which  are  about  the  same  in  the  type  of  work 
performed  and  in  level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so  that  they  will 
be  treated  alike  for  recruitment,  examination,  transfer  and  pay. 

The  Department  of  Human  Resources  assigns  positions  to  classifications.  Each  classification  has 
a class  number  and  descriptive  title,  as  well  as  a list  of  typical  duties  and  responsibilities. 

You  may  obtain  detailed  information  about  position  classification  from  your  departmental  personnel 
representative. 
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SALARY  ADMINISTRATION 

Most  City  and  County  positions  are  set  in  salary  ranges  established  through  collective  bargaining. 

Many  salaries  are  set  under  Charter  Section  A8.409  for  "Miscellaneous"  employees,  while  the 
salaries  of  nurses,  uniformed  Police  and  Fire  personnel.  Airport  Police,  and  transit  operators  of  the 
Municipal  Railway  are  set  separately  according  to  Charter  requirements.  The  salaries  of  Municipal 
and  Superior  Court  employees  are  set  in  accordance  with  State  law. 

Salary  Step  Increases 

When  you  are  first  employed,  your  salary  is  generally  set  at  the  first  step  of  a 5-step  range.  Upon 
completion  of  six  (6)  months  of  service,  permanent  employees  advance  to  the  second  step,  and  to 
each  successive  step  after  the  completion  of  one  (1)  year.  Permanent  employees  who  enter  at  a step 
other  than  the  first  step  advance  to  each  successive  step  after  the  completion  of  one  (1)  year.  Each 
step  is  approximately  5%  higher  than  the  previous  step.  Salary  increments  are  withheld  if  you  are 
on  leave  without  pay  for  more  than  1/6  of  required  service.  The  criteria  for  entering  at  other  than 
the  first  step  is  provided  in  collective  bargaining  agreements  or  ordinance. 

Contact  your  departmental  personnel  or  payroll  representative  or  the  Department  of  Human  | 

Resources  Compensation  Unit,  44  Gough  Street,  telephone  557-4990  if  you  have  questions. 


EXAMINATIONS 

Most  City  and  County  job  classifications  are  subject  to  the  civil  service  examination  process.  When 
vacancies  exist  and  there  is  no  eligible  list,  an  announcement  is  issued  inviting  individuals  to  file  an 
application  to  participate  in  the  examination  process.  The  examination  announcement  indicates  the 
minimum  requirements  (usually  work  experience,  training  and/or  education)  that  you  must  have  in 
order  to  take  the  examination  as  well  as  the  time  period  during  which  you  must  apply  for  the  job. 

The  only  time  you  may  file  an  application  for  an  examination  is  when  it  is  open  for  filing.  Filing 
periods  vary,  so  it  is  important  that  you  read  the  examination  announcement  carefully. 

When  you  complete  an  application,  be  honest  in  your  responses.  False  statements  on  an  application 
or  supporting  documents  may  lead  to  removal  or  discharge  and  restriction  on  future  employment 
with  the  City  and  County  of  San  Francisco. 

The  Department  of  Human  Resources  and  the  decentralized  personnel  units  that  specialize  in 
examinations  are  dedicated  to  high  standards  in  employment,  recruitment,  and  selection. 
Appointment  to  a civil  service  position  is  based  on  demonstrated  ability  in  a competitive  process 
applied  equally  to  all  candidates. 
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The  construction  and  content  of  each  examination  is  based  on  a study  of  the  duties  of  the  job.  The 
examination  may  consist  of  an  interview  and/or  written,  performance,  agility,  or  other  job-related 
selection  device.  The  examination  announcement  identifies  the  test(s)  being  used.  Candidates  are 
ranked  on  lists  based  upon  how  well  they  performed  on  the  test(s).  For  Rule  of  the  List  classes  all 
qualified  candidates  are  listed  alphabetically. 

Examinations  are  given  on  an  Entrance,  Promotional,  or  combination  Entrance  and  Promotional 
basis: 

Entrance  (Open)  Examinations  - All  candidates  compete  on  the  same  basis  for  certain 
positions.  Promotive  points  are  not  calculated  for  current  permanent  employees  taking  entrance 
examinations. 

Promotional-Only  (Closed)  Examinations  - Only  certain  employees  of  the  City  and 
County,  the  San  Francisco  Unified  School  District,  and  the  San  Francisco  Community  College 
District  are  eligible  to  compete  in  these  examinations.  The  examination  announcement  will  specify 
whether  or  not  the  examination  is  given  on  a promotive-only  basis. 

Combined  Entrance  and  Promotional  Examinations  - All  successful  candidates  are 
normally  included  on  one  list  of  eligibles.  City  and  County  permanent  employees  may  qualify  for 
a maximum  of  sixty  additional  points  based  on  satisfactory  performance  and  length  of  service  with 
the  City. 

Eyam  Hotlines 

The  EXAM  HOTLINE  (telephone  557-4888)  is  a 24-hour  recorded  message  that  announces  classes 
for  which  applications  are  being  accepted.  Since  examination  announcements  are  posted  on  Friday 
mornings,  the  recording  is  updated  every  Thursday  afternoon.  If  you  call  after  5:00  p.m.  on  a 
Thursday,  you  will  know  which  classes  will  be  open  for  filing  of  applications  on  the  next  day, 
Friday. 

There  are  other  Hotlines  for  other  departments  within  the  City,  such  as  the  Public  Utilities 
Commission  (telephone  number  554-1669  or  554-1602  [TDD]),  which  includes  job  vacancies  at  the 
Water  Department;  and  the  Department  of  Public  Health  (telephone  number  206-53 1 7).  If  you  have 
a hearing  disability  and  you  have  questions  regarding  the  examination  process,  you  may  call  the 
Department  of  Human  Resources  at  775-9484  [TDD]. 


Change  of  Name  apd/pr  Address 

If  you  change  your  address  and/or  telephone  number  and  are  an  applicant  for  a current  exam,  you 
must  immediately  notify  the  Department  of  Human  Resources,  Operations  Division,  44  Gough 
Street,  San  Francisco,  CA  94103  by  submitting  a change  of  address  form  or  a letter  in  writing  stating 
the  class  number  and  class  title.  If  you  change  your  name,  you  must  bring  legal  verification 
documents  in  order  to  update  your  records.  If  you  fail  to  report  any  changes,  you  may  not  receive 
important  and  timely  information  regarding  your  eligibility  for  employment. 
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APPOINTMENT,  CERTIFICATION  AND  HIRE 


TYPES  OF  APPOINTMENT 

Permanent  - Persons  who  competed  in  a civil  service  examination  and  are  appointed  from  a list 
of  eligibles  to  a permanent  position.  Permanent  appointees  who  complete  the  required  service  earn 
sick  pay,  vacation,  and  salary  increments. 

Temporary  - Persons  who  competed  in  a civil  service  examination  and  are  appointed  from  a list 
of  eligibles  to  a temporary  position. 

Exempt  - Persons  appointed  to  temporary  or  permanent  positions  exempted  from  being  filled  from 
eligible  lists  in  accordance  with  the  City  and  County  Charter.  Exempt  appointees  serve  at  the 
pleasure  of  the  appointing  officer. 

Provisional  - Provisional  (non-civil  service  and  limited  tenure)  appointments  are  made  when 
qualified  eligibles  are  not  available.  Provisional  appointees  serve  at  the  pleasure  of  the  appointing 
officer. 


THE  CERTIFICATION  PROCESS 

A civil  service  examination  enables  the  City  and  County  to  compile  a list  of  qualified  persons 
eligible  for  employment.  Candidates  who  are  successful  in  an  examination  are  usually  ranked  on 
an  eligible  list  according  to  their  overall  scores  in  the  examination.  However,  the  Certification  Rule 
being  used  will  be  specified  on  the  examination  announcement,  from  Rule  of  Three  to  potentially 
Rule  of  the  List. 

When  you  receive  a referral  to  a civil  service  position,  carefully  read  the  letterhead  and  response 
form  and  follow  ALL  instructions.  Immediately  contact  the  departmental  representative  indicated 
on  the  response  form.  Make  further  telephone  calls  as  required  by  the  departmental  representative. 
If  you  do  not  make  all  required  telephone  calls  and/or  do  not  return  your  response  form  to  the 
Department  of  Human  Resources  Certification  Unit  within  a certain  time  period,  you  may  lose  your 
eligibility  for  employment. 

If  you  are  an  eligible  on  a civil  service  list  and  you  are  on  or  will  be  assigned  to  active  military 
service,  you  must  contact  the  Department  of  Human  Resources  Certification  Unit  (557-4827)  before 
or  after  your  discharge,  with  proof  of  service,  in  order  to  determine  your  eligibility  for  certification. 
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\ To  maintain  your  eligibility  on  a list,  you  must  continue  to  possess  the  minimum  qualifications  as 
specified  in  the  examination  announcement.  Should  you  no  longer  possess  qualifications  as  required 
on  the  examination  announcement,  you  will  be  restricted  from  receiving  a "Notice  of  Certification" 
for  possible  employment. 

Security  Clearance  - Prior  to  employment,  some  departments  may  require  a background  review 
of  criminal  history,  motor  vehicle  (driving)  record,  personnel  history  and  employment  records. 

Medical  Examination  - Depending  on  the  classification  you  are  to  be  employed  in,  you  may 
be  required  to  pass  a medical  examination,  including  drug  testing,  as  a condition  of  employment. 
Most  medical  examinations  are  conducted  by  the  Department  of  Public  Health,  San  Francisco 
General  Hospital  Medical  Center,  Occupation  Health  Service  (OHS)  located  in  Building  9, 2nd  floor 
at  San  Francisco  General  Hospital  at  Potrero  Avenue  and  22nd  Street. 

License  to  Drive  - If  your  job  duties  require  you  to  drive,  you  must  have  the  appropriate  licenses 
and  maintain  insurability  under  your  department's  automobile  liability  insurance  policy.  Only 
employees  with  a valid  California  Driver  License  will  be  authorized  to  operate  a City  and  County 
and/or  private  vehicle.  The  City  and  County  will  use  the  State  Department  of  Motor  Vehicles'  Pull 
Notice  Program  to  obtain  information  about  employees  as  actions  appear  on  their  driving  records. 
The  City  and  County  will  base  driver-related  decisions  on  compliance  with  the  California  Vehicle 
Code,  as  well  as  the  City  and  County's  efforts  to  reduce  vehicular  accidents  and  exposure  to  liability. 

) Ajcreatand  CamctiaiLEffilicj'  - Convictions  by  any  court,  including  a military  court,  must  be 
listed  on  the  application  for  employment.  A conviction  or  a traffic  offense  does  not  necessarily 
preclude  employment  with  the  City  and  County.  Each  case  is  given  individual  consideration  and 
carefully  reviewed  by  the  Department  of  Human  Resources.  A pamphlet  entitled  "Applicant 
Information:  Arrest  and  Conviction  Policy"  is  available  from  the  Department  of  Human  Resources 
Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800. 

The  State  Education  Code  prohibits  persons  from  being  employed  by,  or  retaining  employment  with, 
a school  district  if  they  have  been  convicted  of  any  sex  or  narcotics  offense,  as  defined  in  the 
California  Penal  Code. 

Misrepresentation  of  information,  or  falsification  of  an  application  or  document,  may  lead  to  removal 
from  an  eligible  list,  termination  of  employment,  and/or  restriction  on  future  employment  with  the 
City  and  County. 

Fingerprinting  - It  is  mandatory  for  most  new  appointees  to  be  fingerprinted,  since  prints  are 
used  to  research  and  obtain  conviction  records  from  the  California  Department  of  Justice  and/or 
Federal  Bureau  of  Investigation.  Fingerprinting  for  appointees  is  coordinated  by  the  hiring 
department. 

Change  of  Name  and/or  Address 

) If  you  change  your  address  and/or  telephone  number  and  you  are  an  eligible  on  a current  eligible  list, 
you  must  immediately  notify  the  Department  of  Human  Resources,  Certification  Division,  44 
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Gough  Street,  San  Francisco,  CA  94103  by  submitting  a change  of  address  form  or  a letter  in  writing 
stating  the  class  number  and  class  title.  If  you  change  your  name,  you  must  bring  legal  verification 
documents  in  order  to  update  your  records.  If  you  fail  to  report  any  changes,  you  may  not  receive 
important  and  timely  information  regarding  your  eligibility  for  employment. 


REQUIREMENTS  AT  THE  TIME  OF  HIRE 

Social  Security  Number  - You  must  have  a Social  Security  number. 

Authorization  to  Work  - You  must  present  documents  to  verify  identity  and  authorization  to 
work  in  the  United  States  as  required  by  the  Immigration  Reform  Control  Act  of  1986.  Failure  to 
provide  these  documents  may  result  in  loss  of  eligibility.  Acceptable  verification  documents  are 
listed  in  the  information  pamphlet  entitled  "Federal  Immigration  and  Naturalization  Service 
Requirements"  available  at  the  Department  of  Human  Resources  Information  Center,  44  Gough 
Street,  lobby  level,  telephone  557-4800. 

Oath  of  Allegiance  - You  are  required  to  take  the  Oath  of  Allegiance  as  specified  in  the 
California  State  Constitution. 

No  Strike  Provision  - Unless  you  are  a uniformed  member  of  the  Police  or  Fire  departments, 
or  an  employee  of  the  Unified  School  District  or  the  Community  College  District,  you  will  be 
required  to  sign  an  acknowledgment  of  receipt  of  a copy  of  Charter  Section  A8.346  - Disciplinary 
Action  Against  Striking  Employees.  For  specific  Charter  language  concerning  this,  please  refer  to 
the  "Employee  Obligations"  section  of  this  Handbook. 

Union  Dues  or  Fees  - If  you  are  hired  in  a class  represented  by  an  organization  that  has  an 
"Agency  Shop"  agreement  with  the  City  and  County,  you  are  required  as  a condition  of  continued 
employment  to  either  join  the  employee  organization  or  pay  the  organization  a service  fee  in  an 
amount  not  to  exceed  the  standard  initiation  fee,  periodic  fees  and  general  assessments  of  that 
organization.  For  more  information,  contact  your  employee  organization  or  departmental  personnel 
representative. 
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AFTER  YOU  ARE  HIRED 

Probationary  Period  - The  probationary  period  is  the  final  and  most  important  phase  of  the 
selection  process.  This  time  period  is  used  to  evaluate  your  ability  as  an  employee  to  perform  the 
assigned  duties  of  the  position  to  which  you  were  appointed.  The  department's  appointing  officer 
may  terminate  an  employee  at  any  time  during  the  probationary  period. 

All  appointments  to  permanent  civil  service  positions  require  that  you  serve  a probationary  period. 
During  the  probationary  period,  your  work  performance  is  evaluated  by  your  supervisor  and 
reviewed  by  higher-level  management.  Prior  to  the  expiration  of  the  probationary  period,  your 
department  head  may  recommend  permanent  appointment.  The  duration  of  the  probationary  period 
is  governed  by  Civil  Service  Commission  Rule  1 7 or  a current  labor  contract.  For  information  about 
the  length  of  your  probationary  period,  consult  your  departmental  personnel  representative. 

Performance  Appraisal  - The  purpose  of  the  performance  appraisal  system  is  to  ensure  that 
employees  understand  the  duties  and  responsibilities  for  which  they  are  being  held  accountable, 
evaluate  employees  on  their  performance,  identify  training  needs,  improve  effectiveness,  provide 
a basis  for  career  development  and  assure  quality  service  to  the  public.  The  system  is  an  essential 
tool  for  managerial  decision-making,  assists  in  overall  communications,  and  guarantees  that  you 
have  a regular  and  systematic  record  of  your  performance  and  development. 

) Supervisors  and  managers  prepare  performance  appraisals  according  to  a system  adopted  by  the 
Civil  Service  Commission  for  citywide  use.  The  system  recommends  appraisal  reports,  according 
to  specified  schedules,  for  probationary  employees,  managerial  and  supervisory  employees,  and  all 
other  permanent  and  temporary  employees. 

If  you  have  questions  about  the  performance  appraisal  system,  consult  with  your  departmental 
personnel  representative. 

Resignation  - If  you  intend  to  resign,  provide  your  department  with  advance  notice  of  at  least  ten 
(10)  working  days  so  that  arrangements  may  be  made  to  replace  you.  Resignation  forms  may  be 
obtained  from  your  departmental  personnel  representative. 

Layoff  - From  time  to  time,  lack  of  work,  lack  of  funds,  retrenchment  (in  anticipation  of  lack  of 
funds)  or  displacement  (bumping)  may  require  the  layoff  of  an  employee.  Generally,  layoffs  occur 
by  job  class  in  inverse  order  of  seniority. 

Your  length  of  service  in  comparison  with  others  in  your  class  is  a critical  factor  in  the  determination 
of  layoff.  You  may  inspect  the  current  seniority  listings  of  all  City  and  County  employees  at  the 
Department  of  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557- 
4800.  Questions  regarding  seniority  in  your  department  should  be  addressed  to  your  department 
personnel  representative. 

> 
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If  you  are  faced  with  the  possibility  of  layoff,  it  is  important  that  you  contact  your  personnel 
representative.  An  informational  pamphlet  entitled  "Layoff  and  Involuntary  Leave  of  Absence"  is 
available  from  the  Department  of  Human  Resources  Information  Center,  44  Gough  Street,  lobby 
level,  telephone  557-4800. 

Change  of  Name  and/or  Address 

If  you  change  your  address  and/or  telephone  number,  you  must  immediately  notify  your 
department’s  personnel  representative  by  submitting  a change  of  address  form  or  a letter  in  writing. 
If  you  change  your  name,  you  must  bring  legal  verification  documents  in  order  to  update  your 
records.  If  you  fail  to  report  any  changes,  you  may  not  receive  important  and  timely  information 
regarding  your  employment. 
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WORK  SCHEDULES, 
COMPENSATION  AND  BENEFITS 


THE  WORK  WEEK 
Attendance 

Regular  and  prompt  attendance  is  an  important  requirement  of  your  job.  When  a compelling  reason 
requires  your  absence  from  work,  you  must  request  permission  from  your  supervisor  in  advance. 
If  illness  or  some  other  emergency  causes  an  unplanned  absence,  you  must  notify  your  department 
as  soon  as  possible  on  the  first  day  of  absence  as  well  as  keep  the  department  advised  daily  during 
the  absence.  As  determined  by  your  department,  excessive  absenteeism,  unauthorized  absence  or 
failure  to  notify  your  department  when  you  are  unable  to  report  to  work  may  result  in  disciplinary 
action  or  termination. 

Work  Hours 

The  normal  work  week  is  forty  (40)  hours  consisting  of  five  (5)  consecutive  8-hour  days.  Most 
departments  serve  the  public  five  (5)  days  a week  from  8:00  a.m.  to  5:00  p.m. 

Some  departments  are  required  to  provide  services  twenty-four  (24)  hours  a day  and  seven  (7)  days 
a week.  As  a result,  there  is  a considerable  variation  in  work  days  and  hours  depending  upon 
individual  assignments. 

All  employees  are  expected  to  observe  assigned  work  hours  and  to  remain  on  the  job.  If  a personal 
emergency  requires  you  to  leave  before  the  end  of  the  workday,  ask  your  immediate  supervisor  for 
permission  to  be  absent. 

COMPENSATION 

Employees  are  paid  biweekly,  usually  every  other  Tuesday.  If  you  have  questions  about  your 
paycheck,  consult  your  departmental  payroll  representative. 

Overtime  and  Compensatory  Time  Off 

If  you  are  required  by  your  department  head  to  work  overtime  because  of  an  emergency,  contact  your 
departmental  personnel  representative  for  information  on  your  eligibility  for  overtime  pay  or 
compensatory  time  off. 
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Payroll  Deductions 

The  following  deductions  are  mandatory  for  all  employees  who  are  members  of  the  San  Francisco 
City  Employees'  Retirement  System: 

1 . Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance  (SDI)  are  made  for  those  employees  in  classes  eligible  for 
State  Disability  Insurance  benefits.  For  more  information,  consult  your  departmental  personnel 
representative. 

Temporary  employees  are  subject  to  deductions  for  Federal  and  State  withholding  taxes,  Medicare 
or  Social  Security  (unless  they  are  participating  in  deferred  compensation)  and,  in  some  cases,  health 
insurance  coverage. 

For  voluntary  deductions  such  as  the  following,  you  must  sign  an  authorization  form  which  is 
obtained  from  your  departmental  personnel  office: 

► Increased  withholding  taxes 

► Increased  retirement  deductions 

► Employee  organization  and  union  dues  (without  ""Agency  Shop") 

► United  States  Savings  Bonds 

► Credit  Union 

► United  Way  and  other  charitable  agencies 

► Deferred  Compensation 


RETIREMENT 

The  City  and  County  provides  retirement  plan  benefits  to  all  eligible  permanent  employees  and 
certain  temporary  employees  through  its  Retirement  System. 

Uniformed  Ranks 

Uniformed  members  of  the  Police  and  Fire  departments  are  covered  under  separate  provisions  of  the 
Retirement  System.  Materials  describing  these  plans  may  be  obtained  through  the  Member  Services 
Division,  Retirement  System,  1155  Market  Street,  2nd  Floor,  telephone  554-1550. 

Other  Employees 

The  miscellaneous  Plan  provides  the  following  to  its  members: 

1 . Contributions  Members  must  pay  contributions  to  the  Retirement  System.  Retirement 
contributions  may  be  paid  at  the  frill  rate  (7.5%  or  8.0%  of  covered  salary)  or  at  a reduced  rate 
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(approximately  1.3%  or  1.8%).  If  retirement  contributions  are  paid  at  a reduced  rate,  the 
"missing”  contributions  create  a shortage  in  the  member's  account.  If  the  shortage  is  not  paid 
off  before  retirement,  the  member's  retirement  allowance  will  be  reduce  proportionately. 
Contributions  equal  7.5%  of  covered  salary  (excluding  overtime  earnings)  for  permanent 
employees  entering  or  reentering  City  service  on  or  after  November  2,  1976.  Civil  Service 
employees  who  became  members  of  the  Retirement  System  prior  to  November  2,  1976 
contribute  8%  of  covered  salary  (overtime  earnings  included). 

2.  City  Payment  of  Employee  Contributions.  The  City  has  agreed  to  pay  retirement 
contributions  for  employees  belonging  to  certain  unions.  Current  labor  agreements  may  provide 
for  partial  payment  or  full  payment  for  covered  employees. 

3.  Tax  Deferments.  Retirement  contributions  may  be  fully  or  partially  tax-deferred.  You  may 
make  a one-time  choice.  The  Member  Services  Division  of  the  Retirement  System  is  available 
to  assist  you  (554-1550). 

4.  Types  of  Retirement 

A.  Service 

1 . Any  member  who  completes  20  years  of  service  and  is  at  least  50  years  of  age,  or  any 

member  who  completes  10  years  of  service  and  is  at  least  60  years  of  age. 

2.  Retirement  Allowance 

a)  If  a member  joined  or  reentered  pp  or  after  November  2,  .1976  - Retirement 
allowance  equals  1%  of  "Final  compensation"  for  each  year  of  service  at  age  50  to 
1 .6667%  of  final  compensation  at  age  60  or  older.  Final  compensation  means  the 
average  monthly  salary  (excluding  overtime)  earned  during  the  three  consecutive 
years  of  service  in  which  the  employee's  average  compensation  is  the  highest. 

b)  If  a member  joined  or  reentered  prior  to  November  2.  1976  - Regardless  of  age,  the 
maximum  benefit  equals  1%  of  "final  compensation"  for  each  year  of  service  at  age 
50  to  2%  of  final  compensation  at  age  60  or  older.  Final  compensation  means  the 
average  monthly  salary  earned  during  the  year  of  credited  service  in  which  the 
employee's  average  earned  compensation  is  highest. 

B.  Disability 

1.  Eligibility 

A minimum  of  10  years  of  service  is  required. 

2.  Retirement  Allowance 

a)  Regardless  of  age,  the  maximum  benefit  equals  1.5%  of  "final  compensation"  for 
each  year  of  credited  service  for  members  who  joined  or  re-entered  on  or  after 
November  2, 1976.  The  plan  provides  for  certain  minimum  benefits  which  will  be 
explained  by  Retirement  System  staff  upon  request. 


City  and  County  of  San  Francisco 
Employee  Handbook 


b)  Regardless  of  age,  the  maximum  benefit  equals  1.8%  of  "final  compensation"  for 
each  year  of  credited  service  for  members  who  joined  or  re-entered  prior  to 
November  2,  1976.  The  plan  provides  for  certain  minimum  benefits  which  will  be 
explained  by  Retirement  System  staff  upon  request. 

5.  At  Death.  A death  benefit  equal  to  six  months  eamable  salary  is  payable  to  the  designated 
beneficiary  of  a member  who  dies  while  employed  by  the  City  and  County.  In  addition,  the 
designated  beneficiary  is  entitled  to  a refund  of  all  contributions  and  interest  in  the  member's 
retirement  account.  If  the  deceased  employee  is  qualified  for  a service  retirement  on  the  date  of 
death,  and  the  employee  has  as  beneficiary  a surviving  spouse  who  was  married  to  the  employee 
for  at  least  one  (1)  full  year  immediately  prior  to  the  date  of  the  employee's  death,  the  spouse 
may  elect  to  receive  a pension  for  life  or  until  remarriage  equal  to  50%  of  the  pension  the 
decedent  would  have  received  had  he  or  she  been  retired  on  the  date  of  death  in  lieu  of  the  six- 
month  eamable  salary  payment  and  refund  of  contributions.  This  benefit  is  also  extended  to 
registered  domestic  partners. 

6.  Refund  After  Separation.  An  employee  is  entitled  to  a refund  of  contributions  with  interest 
upon  separation  of  employment.  An  employee  must  be  completely  separated  from  City  and 
County  service  to  receive  a refund  of  retirement  contribution.  A refund  is  normally  processed 
within  6 to  8 weeks  after  the  effective  date  of  separation. 

Effective  January  1 , 1 993,  a member  may  elect  to  roll  over  pre-tax  contributions  directly  into  an  I 

Individual  Retirement  Account  (IRA).  If  the  pre-tax  contributions  are  not  directly  rolled  over 
into  an  IRA,  20%  of  the  taxable  portion  will  be  withheld  for  Federal  taxes,  and  2%  for  State 
taxes. 

7.  Vesting  Retirement.  This  provision  allows  a separated  member,  regardless  of  age,  who  has  at 
least  5 years  of  service  to  leave  retirement  contributions  in  the  Retirement  System.  The  election 
to  vest  is  irrevocable  and  provides  a lifetime  benefit  beginning  at  age  50  based  on  a City  and 
County  matching  formula.  The  election  to  vest  must  be  made  by  the  employee  within  90  days 
of  separation  of  employment  at  the  Retirement  System's  Member  Services  Division. 

8.  Reciprocity.  This  provision  allows  separating  members  who  leave  their  contributions  in  the 
Retirement  System  and  who  join  a reciprocal  retirement  plan  within  six  (6)  months  to  receive 
a retirement  allowance  from  both  San  Francisco  and  die  reciprocal  plan  when  they  retire 
concurrently  from  both  plans.  The  reciprocity  election  must  be  made  by  the  employee  upon 
separation  of  employment  at  the  Retirement  System's  Member  Services  Division. 

Retirement  system  staff  members  are  available  to  explain  the  intricacies  of  Retirement  System 
benefits  as  well  as  information  about  retirement  as  it  relates  to  Social  Security  benefits.  The 
Member  Services  office  provides  advice  on  retirement  applications,  change  of  beneficiary  or 
contribution  rate  forms,  1099-R  forms,  new  employee  processing  information,  refunds  and 
retirement  checks.  Contact  Member  Services,  Retirement  System,  1155  Market  Street,  2nd 
floor,  telephone  554-1550.  | 
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DEFERRED  COMPENSATION 

Through  the  Retirement  System,  the  City  sponsors  a deferred  compensation  program  administered 
by  the  Hartford  Life  Insurance  Company.  Information  about  the  program  may  be  obtained  at  the 
Hartford  Life  Insurance  Company,  located  at  455  Market  Street,  3rd  Floor,  San  Francisco,  CA 
94105,  telephone  995-3232.  A brochure  on  the  Deferred  Compensation  Program  is  available  at 
Member  Services,  Retirement  System,  1155  Market  Street,  2nd  Floor,  telephone  554-1550. 


HEALTH,  DENTAL  AND  DISABILITY  INSURANCE  COVERAGE 

The  City  and  County  provides  eligible  employees  with  health,  dental,  and  accident/sickness 
disability  insurance  coverage  through  the  Health  Service  System. 

Eligibility 

All  permanent  employees  are  eligible  for  coverage  upon  employment,  as  are  regularly  scheduled 
temporary  employees  who  have  six  (6)  months  of  continuous  service  and  work  not  less  than  twenty 
(20)  hours  per  week. 

EJ ex ih.lg  Be n e fit s 

)The  City  and  County  also  offers  a Flexible  Benefits  Program  which  allows  an  employee  to  pay  any 
required  premiums  for  benefits  on  a pre-tax  rather  than  after-tax  basis. 

Process 

Each  eligible  employee  may  select  a health,  dental  and  disability  plan  from  those  currently  offered 
to  City  and  County  employees.  The  following  health  plans  are  available: 

1 .  City  Health  Plan; 

2.  Kaiser  Foundation  Health  Plan; 

3.  Health  Net  (formerly  Qual-Med); 

4.  Aetna  Health  Plans;  or 

5.  FHP-TakeCare  Health  Plan. 

Some  employees  may  be  eligible  to  select  from  among  the  following  dental  plans: 

1.  Delta  Dental; 

2.  DentiCare  Dental; 

3.  Safeguard  Dental;  or 

4.  Safehealth  Dental. 

The  accident  and  sickness  disability  plan  currently  offered  is  an  employee-paid  plan  underwritten 
by  Colonial  Life  and  Accident  Insurance  Company. 

) 
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In  general,  the  City  and  County  pays  for  most  employee  health  and  dental  coverage.  Employees  who 
are  not  entitled  to  paid  health  or  dental  benefits  may  sign  up  for  employee-paid  benefits.  Premiums 
for  dependent  health  coverage  are  employee-paid  for  most  employees  while  premiums  for  dependent 
dental  coverage  are  generally  employer-paid. 

Dependents 

Eligible  dependents  and  registered  domestic  partners  of  employees  may  be  enrolled  in  selected 
benefit  plans  at  the  time  of  the  employee's  original  enrollment.  For  marriage  and/or  birth  or 
adoption,  contact  the  Health  Service  System  for  details  regarding  coverage.  After  the  initial 
enrollment,  transfer  from  one  benefit  plan  to  another  may  only  be  made  during  an  annual  open 
enrollment  period  with  coverage  to  be  effective  July  1 . 

White  Yqu  Are_Qn  Le_ave 

Employees  who  are  on  authorized  leave  of  absence  without  pay  must  notify  the  Health  Service 
System  of  such  leave  and  continue  to  pay  any  premiums  in  advance  directly  to  the  Health  Service 
System  in  order  to  maintain  coverage. 

If  Yqw  or  a Dependent  ShQpld  Lose  Eligibility 

Federal  law  provides  that  any  employee  (including  covered  dependents)  who  terminates  employment 
has  the  option  to  continue  group  coverage  at  their  own  expense  for  a period  of  up  to  eighteen  (18) 
months  after  loss  of  eligibility.  Dependents  of  an  employee  who  lose  group  coverage  because  of 
divorce  or  legal  separation  or  because  the  child  loses  dependent  eligibility  have  the  option  to 
continue  coverage  through  the  employer  for  up  to  thirty-six  months  after  loss  of  eligibility. 

For  More  Information 

Contact  the  Health  Service  System,  1155  Market  Street,  3rd  Floor  telephone  554-1750  for  details 
of  the  benefits  and  contribution  rates  of  available  health,  dental  and  disability  insurance  options. 


STATE  DISABILITY  INSURANCE  (SDI) 

If  you  are  in  a City  and  County  job  classification  approved  for  coverage  under  the  State  Disability 
Insurance  (SDI)  program,  you  are  eligible  for  SDI  benefits  when  you  incur  any  non-industrial  illness, 
and  (a)  have  contributed  to  SDI  through  payroll  deductions  for  seven  (7)  months,  and  (b)  have  been 
under  the  care  of  a doctor  or  practitioner  during  any  portion  of  the  first  seven  (7)  calendar  days  of 
absence.  Civil  Service  Commission  Rules  require  that  sick  leave  be  used  to  supplement  SDI  benefits 
unless  you  elect  within  seven  (7)  calendar  days  from  the  first  day  of  absence  one  of  the  following 
options: 

1 . to  supplement  SDI  benefits  with  vacation  credits;  or, 

2.  to  supplement  SDI  benefits  with  compensatory  time. 

Supplemental  salary  will  be  paid  on  your  normal  biweekly  payday.  This  salary,  when  added  to  the 
SDI  benefits,  will  provide  up  to,  and  by  law  may  not  exceed,  your  normal  biweekly  salary.  For 
information  regarding  the  filing  of  claims  and/or  SDI  benefits,  contact  your  departmental  personnel 
representative. 
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SOCIAL  SECURITY  AND  MEDICARE 

Generally,  all  employees  except  uniformed  members  of  the  Police  and  Fire  departments  are  enrolled 
in  the  Federal  Social  Security  System  and  are  subject  to  Social  Security  tax  deductions  from 
paychecks.  However,  employees  who  are  not  covered  by  the  Retirement  System  and  who  defer 
specified  minimum  amounts  under  the  city  and  County's  deferred  compensation  program  will  not 
be  covered  under  the  Old  Age  and  Survivors  Disability  Insurance  portion  of  Social  Security  and  will 
not  have  to  pay  that  particular  portion  of  the  tax.  Consult  your  departmental  personnel  representative 
for  information.  In  general,  all  employees  are  covered  under  the  Medicare  portion  of  Social  Security 
except  for  employees  hired  before  April  1,  1991,  who  are  covered  by  other  portions  of  Social 
Security.  The  tax  for  Medicare  is  also  deducted  from  your  paycheck. 


HOLIDAYS,  VACATION  AND  LEAVES 

Holidays 

Holidays  observed  by  the  City  are  specified  by  ordinance  of  the  Board  of  Supervisors: 

New  Year's  Day 

Birthday  of  Martin  Luther  King,  Jr. 

President's  Day 
Memorial  Day 
Independence  Day 
Labor  Day 
Columbus  Day 
Veteran's  Day 
Thanksgiving 

The  day  after  Thanksgiving 
Christmas 

If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is  observed  as  a holiday.  If  any  of 
these  holidays  fall  on  Saturday,  the  preceding  Friday  is  observed  as  a holiday;  however,  offices  must 
remain  open  and  staffed.  If  you  are  required  to  work  on  a holiday,  contact  your  departmental 
personnel  representative  for  information  on  rates  of  pay  (if  applicable)  or  granting  of  an  in-lieu  day. 

The  City  observes  as  a holiday  any  day  declared  to  be  a holiday  by  the  Mayor  following  declaration 
by  the  President  or  Governor. 

Floating  Holidays 

You  may  take  three  (3)  floating  holidays  for  any  purpose  during  the  fiscal  year.  Employees  are 
entitled  to  take  floating  holidays  after  six  months  of  continuous  service.  Requests  to  use  floating 
holidays  are  subject  to  the  approval  of  the  appointing  officer  and  the  provisions  of  the  Memorandum 
of  Understanding  that  covers  your  conditions  of  employment.  Some  employees  are  eligible  for  an 
additional  two  paid  furlough  days.  Contact  your  departmental  personnel  representative  for  more 
information. 
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Vacation 

The  City  and  County  provides  annual  vacations  for  all  employees  who  work  a regular  schedule  and 
who  have  completed  one  (1)  year  or  more  of  continuous  service.  You  are  not  eligible  to  use  vacation 
in  the  first  year  of  continuous  service;  however,  at  the  end  of  one  (1)  year  of  continuous  service,  you 
will  be  awarded  a vacation  allowance  at  the  rate  of  .0385  of  an  hour  for  each  hour  of  paid  service 
in  the  preceding  year  and  will  be  eligible  to  request  to  use  vacation  time  accrued. 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5)  years,  usually  forty  (40)  hours  for 
full  time  employees,  and  again  usually  forty  (40)  hours  for  full  time  employees  after  the  fifteenth 
(15)  year  of  continuous  service.  This  award  will  not  be  made  nor  can  it  be  taken  until  you  have 
reached  your  Anniversary  Date  in  your  fifth  (5th)  year  and  fifteenth  (15th)  year. 

No  employee  shall  be  credited  with  more  than  two  thousand  eighty  (2080)  hours  of  paid  service  in 
any  twelve  (12)  month  period  for  purpose  of  computing  the  vacation  allowance.  The  maximum 
vacation  entitlement  in  any  twelve  (12)  month  period  and  maximum  accrual  permitted  are  as 
follows: 


Year  of  Service 

12-Month  Max.  Entitlement 

Maximum  Accumulation 

1 through  5 years 

80  hours  (10  days) 

320  hours  (40  days) 

More  than  5 years 

120  hours  (15  days) 

360  hours  (45  days) 

More  than  1 5 years 

1 60  hours  (20  days) 

400  hours  (50  days) 

When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the  holiday  is  not  counted  as 
a vacation  day.  If  you  resign  or  are  separated  after  one  (1)  or  more  years  of  continuous  service  and 
have  not  taken  all  of  your  vacation,  you  will  be  paid  for  the  accumulated  unused  vacation. 

Requests  to  take  vacation  must  be  made  in  accordance  with  your  department's  procedure  and  are 
approved  with  the  intent  of  accommodating  your  plans,  the  needs  of  the  department  and  seniority. 


LEAVES  OF  ABSENCE 

Leaves  of  absence  are  governed  by  the  following  general  provisions: 

1 . Leave  requests  must  be  submitted  to  a department  head  or  designee  for  approval. 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must  be  made  on  the  prescribed  form. 

Sick  Leave  With  Pav  - If  you  work  a full  year  (approximately  2080  hours),  you  earn  thirteen 
(13)  working  days  per  year  (or  1 04  hours)  of  paid  sick  leave.  Unused  sick  leave  may  be  accumulated 
from  year  to  year  until  you  reach  the  maximum  accumulation  of  one  hundred  and  thirty  (130) 
working  days  (or  1 040  hours). 


22 


City  and  County  of  San  Francisco 
Employee  Handbook 


No  sick  leave  with  pay  is  allowed  during  the  first  six  (6)  months  of  employment  unless  you  have 
previously  earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable  to  report  for  duty  because  of 
illness,  and  of  the  approximate  date  of  your  return  to  work.  Remember,  sick  leave  protects  you 
against  loss  of  income  while  incapacitated.  Sick  leave  with  pay,  if  you  have  earned  sick  leave  with 
pay  credits,  may  be  used: 

1 . When  you  are  unable  to  work  because  of  illness  or  injury,  not  job-incurred; 

2.  For  medical  and  dental  appointments; 

3.  For  absence  due  to  quarantine  declared  by  the  Department  of  Public  Health  or  other 
authority; 

4.  For  absence  due  to  the  death  of  a member  of  your  immediate  family  or  other  persons  as 
defined  in  Civil  Service  Commission  Rules; 

5.  For  absence  due  to  pregnancy  or  convalescence  period  following  childbirth;  or, 

6.  For  absence  due  to  illness  or  medical  appointment  of  a dependent  child. 

If  you  are  absent  from  your  job  for  more  than  five  (5)  consecutive  working  days,  you  must  submit 
to  your  supervisor  a completed  Request  for  Leave  form  stating  the  duration  of  your  illness,  signed 
by  a doctor,  dentist,  podiatrist,  licensed  clinical  psychologist,  Christian  Science  practitioner  or 
licensed  doctor  of  chiropractic  medicine.  This  form  is  available  from  your  supervisor  or 
departmental  personnel  representative. 

Under  certain  conditions,  a department  head  may  require  you  to  furnish  a doctor's  certification  for 
any  amount  of  absence  due  to  illness. 

Sick  Leave  Without  Pav  - When  you  are  not  eligible  for  sick  leave  with  pay  because  you  have  used 
all  your  sick  leave  credits  or  do  not  wish  to  use  your  sick  leave  pay,  you  may  request  sick  leave 
without  pay.  Permanent  employees  may  be  granted  up  to  a maximum  of  one  (1)  year  of  unpaid  sick 
leave.  Temporary  employees  may  be  granted  up  to  a maximum  of  three  (3)  months. 

Absence  while  using  sick  leave  without  pay  in  excess  of  five  (5)  consecutive  days  requires  a doctor's 
certification  on  a Request  for  Leave  form.  This  form  is  available  from  your  supervisor  or 
departmental  personnel  representative. 

Military  Leave  - Under  certain  conditions,  you  may  be  granted  military  leave.  Employees  on 
military  leave  may  be  eligible  to  receive  their  regular  compensation  for  a period  not  to  exceed  thirty 
(30)  calendar  days.  A copy  of  your  official  orders  must  be  attached  to  your  request  for  military 
leave.  Consult  your  departmental  personnel  representative  for  more  information. 

Jury  Duty  Leave  - Notify  your  supervisor  as  soon  as  you  receive  a jury  summons.  Any  employee 
who  is  called  to  jury  duty  for  a Municipal,  State  or  Federal  Court  during  the  employee's  working 
hours  is  allowed  their  regular  compensation  less  the  amount  of  jury  fees  paid  while  serving  as  a 
juror.  Jury  duty  leave  must  be  granted  by  your  department.  However,  you  must  obtain  from  the  Jury 
Commission  or  Court  Clerk  a "Jury  Duty  Certification,"  which  is  to  be  given  promptly  to  your 
departmental  personnel  representative  in  order  to  receive  your  salary. 
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Educational  Leave  - Available  to  permanent  employees  only.  Leave  for  the  purpose  of  securing 
additional  education  in  a field  related  to  your  position  may  be  granted  for  the  period  required  to 
complete  the  course  work,  but  not  to  exceed  one  (1)  year.  Contact  your  departmental  personnel 
representative  for  more  information. 

Family  Care  Leave  - Available  to  permanent  employees  only.  If  you  have  completed  one  (1)  or 
more  years  of  service  in  any  status,  you  may  be  granted  up  to  one  (1)  year  of  family  care  leave  for 
the  birth  of  a biological  child;  the  assumption  of  parenting  or  child  rearing  responsibilities;  the 
serious  illness  or  health  condition  of  a family  member,  spouse  or  domestic  partner,  your  parent,  the 
parent  of  your  spouse  or  domestic  partner,  a biological  child,  adoptive  child  or  a child  for  whom  you 
have  parenting  or  child  rearing  responsibilities. 

You  are  also  eligible  for  this  leave  if  the  mental  or  physical  impairment  of  one  of  the  following 
persons  renders  that  person  incapable  of  self-care:  a family  member,  your  spouse  or  domestic 
partner,  your  parent,  the  parent  of  your  spouse  or  domestic  partner,  a biological  or  adoptive  child, 
or  a child  for  which  you  have  parenting  or  child  rearing  responsibilities. 

Family  Care  Leave  is  unpaid  leave;  however,  this  leave  may  be  granted  in  addition  to  accumulated 
compensatory  time  off,  vacation  time,  floating  holidays  or  sick  leave  as  granted  under  the  provisions 
of  Civil  Service  Commission  Rule  20  - Leaves  of  Absence. 

Federal  Family  Medical  Leave  Act  fFMLAl  - provides  up  to  twelve  (12)  weeks  of  unpaid  leave 
to  eligible  employees  of  the  City  and  County  of  San  Francisco.  To  qualify  for  leave  under  the 
provisions  of  the  FMLA,  an  employee  must  have  worked  for  the  City  for  at  least  one  continuous 
year,  and  for  1 ,250  hours  during  the  year  immediately  preceding  the  leave.  Eligible  employees  may 
be  granted  FMLA  leave  for  the  following  reasons: 

• for  a serious  health  condition  that  makes  the  employee  unable  to  perform  the  function  of 
his/her  position; 

• for  the  birth  of  a child  of  the  employee  and  or  in  order  to  care  for  such  child; 

• for  the  placement  of  a child  with  the  employee  for  adoption  or  foster  care;  or 

• for  the  care  of  the  spouse,  or  child  or  parent  of  the  employee  if  such  spouse,  child  or  parent 
has  a serious  health  condition. 

Employees  should  contact  their  personnel  office  for  further  information. 

Religious  Leave  - You  may  be  granted  religious  leave  when  personal  religious  beliefs  require  that 
you  abstain  from  work  during  certain  periods  of  the  work  day  or  work  week.  Religious  leave  is 
without  pay  unless  you  elect  to  use  accumulated  compensatory  time  off,  vacation  time,  or  floating 
holidays. 


City  and  County  of  San  Francisco 
Employee  Handbook 


Leave  to  Accept  Other  City  and  Countv  Employment  - Available  to  permanent  employees  only. 
Leave  by  a permanent  employee  to  accept  temporary  or  exempt  appointment  in  the  City  and  County 
may  be  approved  by  a department  head  for  the  duration  of  such  appointment. 

Personal  Leave  - Unpaid  personal  leave  may  be  approved  for  a permanent  employee.  Personal 
leave  may  be  approved  for  a period  of  up  to  twelve  (12)  months  within  any  two  (2)  year  period.  If 
you  are  a temporary  or  provisional  employee,  personal  leave  may  be  approved  for  a maximum  of 
one  (1)  month  and  only  if  a replacement  for  your  position  is  not  required. 

Time  Off  for  Voting  - For  statewide  elections  only  (i.e.,  State  or  Federal),  a City  and  County 
employee  may  take  a maximum  of  two  hours  of  paid  leave  to  vote  if  the  employee  does  not  have 
sufficient  time  outside  working  hours  to  vote,  and  if  the  employee  provides  notice  of  at  least  two 
working  days  in  advance.  Please  note  that  this  does  not  apply  to  local  or  City  and  County  elections. 


A Gift  of  Time  - Transfer  of  Sick  Leave  and/or  Vacation  Credits  to  a 
Catastrophically  III  Employee 

When  you  have  accumulated  sick  leave  and/or  vacation  credits,  you  may  donate  a portion  of  your 
accrual  for  use  by  a City  and  County  employee  suffering  from  a catastrophic  illness.  If  you  become 
catastrophically  ill,  you  may  be  eligible  to  receive  sick  leave  and/or  vacation  credits  from  other  City 
and  County  employees. 

Whether  you  donate  leave  credits  or  receive  them,  you  are  subject  to  certain  restrictions.  An 
informational  pamphlet  entitled  "A  Gift  of  Time  - Transfer  of  Sick  Pay  and  Vacation  Credits  to 
Catastrophically  111  Employees"  is  available  at  the  Human  Resources  Information  Center,  44  Gough 
Street,  lobby  level,  telephone  557-4800. 
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OTHER  EMPLOYMENT 
BENEFITS 


POTENTIAL  FOR  GROWTH 

The  City  and  County's  personnel  system  is  built  on  the  merit  principle,  which  means  that  hiring  and 
promotion  occur  on  a competitive  basis  that  ensures  that  candidates  for  permanent  appointment  have 
equal  opportunity  for  job  and  career  advancement.  By  doing  your  best  in  your  present  job,  and 
seizing  ever}'  opportunity  to  learn  and  master  new  skills,  you  position  yourself  for  promotional 
opportunities  within  the  City  and  County  System. 

Take  the  initiative  to  explore  promotional  job  vacancies  in  your  department  and  other  departments. 
Permanent  examination  announcements,  provisional  job  announcements  and  job  opportunities  are 
posted  at  the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  557-4800.  Copies 
of  examination  announcements  are  available  at  the  Department  of  Human  Resources. 


ASSIGNMENT  AND  EMPLOYMENT  OPTIONS 

Transfer.  After  successful  completion  of  the  probationary  period,  permanent  appointees  may 
transfer  from  one  department  to  another  in  the  same  class.  You  must  file  your  approved  Request  for 
Transfer  with  the  Department  of  Human  Resources.  If  you  accept  a new  appointment  by  transfer, 
you  must  give  your  current  department  notice  of  fifteen  (15)  working  days.  You  are  also  subject  to 
a new  probationary  period  in  the  new  department. 

Reassignment.  A reassignment  within  your  department  does  not  require  Department  of  Human 
Resources  approval.  You  may  request  reassignment  or  your  department  may  reassign  you  at  its 
discretion.  Consult  your  departmental  personnel  representative  for  more  information. 
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Reappointment.  Certain  reemployment  privileges  are  extended  to  permanent  employees  who 
have  completed  their  probationary  period  and  who  have  resigned  with  satisfactory  services.  Such 
former  employees  may  request  to  reenter  the  City  and  County  service  to  a vacant  position  in  the  class 
from  which  they  resigned  within  four  (4)  years  from  the  date  of  resignation.  Former  members  of  the 
uniformed  ranks  of  the  Police  and  Fire  departments  may  be  reappointed  within  two  (2)  years  of  the 
date  of  resignation.  Former  employees  may  request  reappointment  to  a vacancy  in  any  class  in 
which  the  probationary  period  was  completed.  It  is  discretionary  on  the  part  of  the  department  to 
approve  a request  for  reappointment. 

If  you  are  interested  in  reappointment,  complete  a Request  for  Reappointment  form  available  from 
the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800,  or 
your  former  departmental  personnel  representative. 

Reinstatement.  By  reinstatement,  an  employee  returns  to  a vacant  position  in  a former  class  in 
which  the  probationary  period  was  completed  in  the  same  or  another  department.  This  process 
requires  the  advance  approval  of  both  your  current  and  prospective  department  heads. 

An  employee  serving  a promotive  probationary  period  may  be  reinstated  to  a vacant  position  in  any 
former  class  in  which  the  probationary  period  has  been  completed  upon  the  employee's  written 
request,  with  the  approval  of  the  Human  Resources  Director,  Department  of  Human  Resources. 

If  you  are  interested  in  reinstatement,  complete  a Request  for  Reinstatement  form  available  from  the 
Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800. 


Additional  Employment 

Additional  or  outside  part-time  employment  for  full-time  employees  is  permitted  under  certain 
conditions  and  requires  the  written  approval  of  the  employee's  department,  or  the  Department  of 
Human  Resources.  Outside  employment  must  not  interfere  with  an  employee's  regular  City  and 
County  job  and  cannot  exceed  twenty  (20)  hours  per  week. 

For  more  information  or  forms  for  applying  for  permission  to  engage  in  outside  employment,  consult 
your  departmental  personnel  representative. 
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TRAINING  AND  DEVELOPMENT 
Tuition  Reimbursement 


Limited  funds  are  allocated  for  tuition  assistance  to  permanent  employees  who  are  improving  current 
job  skills  or  preparing  for  promotion,  and  whose  classifications  are  covered  by  specific  labor  contract 
provisions  for  reimbursement.  Request  a Tuition  Reimbursement  Form  from  your  departmental 
personnel  representative  or  contact  the  Department  of  Human  Resources,  Employee  Relations 
Division,  Compensation  Unit,  44  Gough  Street,  telephone  557-4990. 

Management  and  Employee  Development  and  Training 

The  Department  of  Human  Resources  offers  training  programs  for  staff  in  all  City  and  County 
departments.  Workshops  are  offered  throughout  the  year  on  a variety  of  topics.  Contact  the 
Department  of  Human  Resources,  Management  and  Employee  Development  Division,  44  Gough 
Street,  telephone  557-4968,  for  a listing  of  current  workshops  as  well  as  scheduling  information. 
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EMPLOYEE  ASSISTANCE  PROGRAM  (E.A.P.) 

The  City  and  County  provides  confidential  information  and  referral  services  for  City  and  County 
employees  and  their  families  through  the  Employee  Assistance  Program  (E.A.P.),  1360  Mission  0 

Street,  4th  Floor,  telephone  554-9580. 

E.A.P.'s  licensed,  professional  staff  provides  bilingual  information  and  referrals,  and  group  and  one- 
to-one  counseling  on  job  and  personal  crises,  substance  abuse,  marital  and  family  problems, 
emotional  stress  and  other  matters. 

Credit  Unions 

As  a City  employee,  you  are  eligible  to  join  one  of  the  following  Credit  Unions  for  savings,  low  cost 
loans  through  payroll  deduction  and  other  services.  Call  the  appropriate  Credit  Union  for  further 
information: 


City  and  County  Employees'  Credit  Union 

775-5377 

Firefighters  Credit  Union 

553-5900 

Police  Credit  Union 

564-3800 

Municipal  Railway  Employees'  Federal  Credit  Union 

469-8840 

Muni  Shop  Credit  Union 

648-2828 

Recreation  and  Park  Federal  Credit  Union 

661-4652 
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Combined  Charities  Campaign 

The  City  and  County  sponsors  an  annua]  Combined  Charities  Campaign  that  encourages  employee 
contributions  to  your  choice  of  several  local  charitable  foundations.  For  more  information,  contact 
your  departmental  personnel  or  payroll  office. 
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SAFETY  ON  THE  JOB 


Safety  is  everybody's  job.  Be  alert  at  all  times  to  safety  hazards.  If  you  see  an  unsafe  act  or 
condition,  either  correct  it  yourself,  if  it  safe  to  do  so.  or  report  it  to  your 
SHperyjsor. 

Remember  that  accidents  don't  just  happen-they  are  caused  by  people.  There  is  no  job  so  important 
that  time  cannot  be  taken  to  do  it  safely.  What  may  seem  like  a shortcut  might  cost  you  long  weeks 
in  the  hospital.  For  reasons  of  safety,  employees  are  to  wear  clothing  and  footwear  appropriate  to 
the  type  of  work  being  performed. 

Do  not  engage  in  playful  activities  which  might  result  in  injury  to  yourself  or  others. 

Your  department  has  a written  Illness  and  Injury  Prevention  Program  which  includes  employee 
instruction  and  training,  periodic  inspections,  and  correction  of  unsafe  conditions. 


ON-THE-JOB  INJURY  AND  WORKERS’  COMPENSATION 

The  Department  of  Human  Resources  administers  the  benefit  provisions  of  the  Workers' 

Compensation  Laws  of  the  State  of  California  through  its  Workers'  Compensation  Division.  These 

benefits  cover  ALL  City  and  County  employees,  including  those  of  the  Community  College  and 

Unified  School  District  - both  temporary  and  permanent. 

Reporting  Ypur  Injury 

1 . Prompt  reporting  assures  that  your  injury  will  receive  adequate  medical  attention  and  that  other 
applicable  benefits  will  be  provided  on  a timely  basis. 

2.  If  you  are  injured  at  work  or  because  of  your  work,  you  are  required  to  report  the  injury  to  your 
immediate  supervisor  at  once,  or  no  later  than  the  end  of  your  scheduled  work  shift. 

3.  Your  immediate  supervisor  must  be  notified  of  any  industrial  incident  and  will  be  responsible 
for  following  through  on  further  reporting  requirements. 

4.  The  supervisor  is  required  to  provide  you  with  an  Employee's  Claim  for  Workers'  Compensation 
Benefits  within  24  hours  of  your  reporting  of  any  injury.  Please  complete  the  form  and  return 
it  immediately  to  your  supervisor.  Your  supervisor  will  provide  you  with  a dated  copy  of  the 
form. 
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5.  California  law  requires  an  employer  to  report  within  five  (5)  days  every  industrial  injury  or 
occupational  disease  which:  (a)  results  in  lost  time  beyond  the  day  of  injury,  or  (b)  requires 
medical  treatment  other  than  first  aid. 

Medical  Treatment 

If  you  need  medical  care  for  a work-related  injury  during  regular  work  hours,  go  to  the  Treatment 
Center  that  has  been  designated  as  the  Center  for  your  department.  You  will  find  a list  of  the 
departments,  their  Treatment  Centers,  locations  and  hours  of  operations  at  the  end  of  this  Chapter. 

If  you  sustain  work-related  injuries  after  regular  working  hours  or  on  weekends,  report  to  the 
UCSF/Mount  Zion  Emergency  Department,  located  on  Sutter  Street  between  Divisadero  and  Scott 
Streets. 

In  case  of  severe  traumatic  injury  requiring  medical  assistance  immediately,  call  Emergency  Services 
(911).  If  you  are  outside  San  Francisco,  go  to  the  nearest  Emergency  Hospital  for  treatment;  notify 
your  supervisor  as  soon  as  possible. 

If  you  are  an  employee  of  San  Francisco  General  Hospital  go  directly  to  the  Hospital's  emergency 
service  or  employee  health  center  as  directed  by  your  supervisor. 

The  Department  of  Human  Resources  does  not  accept  liability  for  the  expense  of  medical  treatment 
obtained  elsewhere  through  your  choice  unless:  (1)  there  is  a valid  emergency,  (2)  special 
authorization  has  been  obtained  from  the  Workers'  Compensation  Division  for  outside  treatment,  or 
(3)  you  have  a letter  on  file  with  the  Workers'  Compensation  Division,  indicating  the  n&me  and 
address  of  your  personal  physician. 

Temporary  Disability  Benefits 

Temporary  disability  benefits  are  paid  in  accordance  with  schedules  set  by  State  law.  These  benefits 
are  generally  less  than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  department's  payroll  section  for  supplemental  sick  pay  benefits 
authorized  in  Civil  Service  regulations  to  make  up  the  difference  between  your  normal  salary  and 
the  amount  paid  to  you  in  Workers'  Compensation  benefits.  The  extent  to  which  this  is  possible  will 
depend  on  the  amount  of  your  accumulated  sick  leave. 

Further  Assistance 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of  Workers'  Compensation  benefits.  The 
Workers'  Compensation  Division  has  the  responsibility  for  the  administration  of  benefits  for 
employees  injured  in  the  course  of  employment.  If  any  questions  arise  with  the  handling  of  your 
claim  for  Workers'  Compensation  Benefits,  call  554-1777. 
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For  additional  information,  you  may  contact  the  Information  and  Assistance  Officer  of  the  State 
Division  of  Industrial  Accidents  by  calling  1-800-736-7401. 


WORKERS’  COMPENSATION  MEDICAL  TREATMENT  FACILITIES 

All  employees  requiring  treatment  after  5:00  p.m.  or  on  the  weekend  should  report  to  the  Emergency 
Department  at  UCSF/Mt.  Zion  Hospital,  on  Sutter  Street  between  Divisadero  and  Scott. 

Telephone  885-7520 

Assignments  of  Departments  to  Treatment  Facilities: 

San  Francisco  General  Hospital  Occupational  Health  Service  Clinic 

1001  Potrero  Avenue 

SFGH  Building  9,  Second  Floor 

Open  7:30  a.m.  to  5:00  p.m.  Monday  through  Friday 

Telephone  206-8998 

Department  of  Transportation/MUNI 
Department  of  Public  Health 
Department  of  Public  Works 
Parking  and  Traffic 

Water  Department  ( 

Department  of  Human  Services 
Sheriff  (Free  Choice) 

Juvenile  Court/Juvenile  Probation  (Free  Choice) 

UCSF/Mt.  Zion  Occupational  Medicine  Clinic 
1515  Scott  Street  (between  Geary  and  Post) 

Open  8:00  a.m.  to  5:00  p.m.  Monday  through  Friday 
Telephone  885-7770 
Police  (Free  Choice) 

Fire  (Free  Choice) 

Community  College 
Unified  School  District 
Recreation  and  Parks 
All  other  Departments 

San  Francisco  International  Airport  Medical  Center 
International  Terminal,  Ground  Level 
San  Francisco  International  Airport 

All  Safety  Officers  (Police,  Fire,  Sheriffs  and  Juvenile  Probation  departments)  have  free  choice  of 
clinics.  It  is  assumed  that  Police  and  Fire  will  elect  to  use  Mount  Zion;  Sheriffs  and  Juvenile  0 

Probation  officers  will  elect  to  use  SFGH-OHS. 
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EMPLOYEE  OBLIGATIONS 


Integrity  on  the  Job 

City  and  County  employees  may  not  participate  in  any  activity  or  enterprise  where  income,  profit 
or  other  gain  is  or  may  be  accrued,  which  could  reflect  on  the  honor  or  efficiency  of  the  City  and 
County  service,  or  is  or  may  be  contrary  to  the  best  interests  of  the  City  and  County. 


Employment  Verification 

When  providing  information  for  the  purpose  of  verifying  your  employment,  list  your  department  as 
the  employer,  not  the  City  and  County  of  San  Francisco.  If  you  list  your  employer  as  "City  and 
County  of  San  Francisco"  or  "San  Francisco  Civil  Service,"  there  will  be  a delay  in  verification  of 
employment.  Consider  each  City  and  County  department  you  worked  for  as  a separate  employer. 
Be  certain  that  a separate  request  to  verify  your  employment  goes  to  each  department  where  you 
have  worked. 


Work  Site  Security 

To  prevent  and  discourage  unauthorized  access  to  your  work  site,  do  not  leave  your  office  area 
unattended.  Do  not  prop  open  doors  or  windows  which  are  normally  kept  locked.  Lock  all  office 
doors  after  business  hours  or  when  you  leave.  Prevent  and  discourage  theft  by  securing  your 
valuables. 

Keys  may  not  be  duplicated  without  permission.  Do  not  lend  keys  and  report  all  lost  keys.  Return 
keys  upon  permanent  separation  or  absence  over  thirty  days. 


No-Smoking  Enforcement 

There  is  no  smoking  allowed  in  City  and  County  offices. 
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Drug  Free  Workplace  Policy 

In  conformance  with  the  Federal  Drug  Free  Workplace  Act,  the  City  and  County  maintains  a drug- 
free  workplace  and  expects  all  employees  to  be  aware  that  unlawful  manufacturing,  distribution, 
dispensation,  possession  or  usage  of  any  controlled  substance  in  the  workplace  is  strictly  prohibited. 

If  you  are  engaged  in  activities  funded  by  Federal  grant,  you  must  notify  the  department  head  of  any 
criminal  drug  statute  conviction  for  a violation  occurring  in  the  workplace  no  later  than  five  (5)  days 
after  such  conviction.  Contact  your  personnel  representative  for  more  information. 

For  information  about  the  dangers  of  drug  abuse  in  the  workplace  as  well  as  counseling  and 
rehabilitation  services  available  to  you,  contact  the  Employee  Assistance  Program  (E.A.P.), 
telephone  554-9580. 


Charter  Provisions  Relating  to  Disciplinary  Action  Against  Striking  Employees 
Other  than  Members  of  the  Police  and  Fire  Department 

This  Charter  Section  was  passed  by  the  electorate  on  November  2,  1976.  The  impetus  for  the 
passage  of  this  Charter  section  was  the  public's  dissatisfaction  with  the  38-day  strike  by  certain 
segments  of  the  City  and  County's  work  force.  It  was  the  public's  intention  to  require  dismissal  of 
any  striking  employee. 

The  section  establishes  a committee  of  five  (5)  members  - the  presidents  of  the  Civil  Service,  Public 
Utilities,  Airport,  Fire,  and  Police  Commissions  - to  carry  out  the  dismissals. 

Significantly,  Charter  Section  A8.346  removes  any  discretionary  ability  from  the  Mayor's  Office, 
Board  of  Supervisors,  Civil  Service  Commission,  department  heads,  etc.,  in  processing  the 
disciplinary  penalties  against  striking  employees  if  they  have  engaged  in  any  form  of  job  action 
including: 

"...  The  willful failure  to  report for  duty,  the  willful  absence  from  one's  position,  any  concerted 
stoppages  or  slowdown  of  work,  any  concerted  interruption  of  operations  or  services  by 
employees,  or  the  willful  abstinence  in  whole  or  in  part  from  the  full,  faithful,  and  proper 
performance  of  the  duties  of  employment,  for  the  purpose  of  inducing,  influencing,  or 
coercing  a change  in  the  conditions  of  employment.. " 

The  Charter  provisions  also  indicates  that  "...No  officer,  board,  commission,  or  committee  of 
the  City  and  County  of  San  Francisco  shall  have  the  power  to  grant  amnesty  to  any  person 
who  has  violated  any  of  the  provisions  of  this  section,  and  such  officer  or  bodies  shall  not 
grant  amnesty  to  any  person  who  has  violated  any  of  the  provisions  of  this  section... " 
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A number  of  employees  have  asked  whether  Section  A8.346  remains  legally  enforceable  in  light  of 
a case  holding  that  certain  public  employee  strikes  are  not  per  se  illegal  under  State  law.  The  City 
Attorney  informs  us  that  the  case,  Los  Angeles  County  Sanitation  Dist.  No.  2 v,  Los  Angeles  County 
Employees  Association,  does  not  affect  Charter  prohibitions  on  strikes.  Therefore,  Section  A8.346 
remains  enforceable. 


If  You  Suspect  Improper  or  Criminal  Activity  on  the  Job 

As  a City  and  County  employee,  you  have  a duty  to  report  any  incidents  of  improper  or  illegal 
activity  involving  your  department  or  another  City  and  County  department.  Never  confront  an 
employee  whom  you  suspect  is  involved  in  illegal  or  criminal  activity.  Discuss  the  matter  with  your 
supervisor  or  departmental  personnel  representative. 

Ethics  Commission 

The  San  Francisco  Ethics  Commission  investigates  improper  Government  activities.  The  identity 
of  persons  reporting  alleged  improper  government  activities  is  kept  confidential  to  the  extent 
necessary  to  conduct  an  adequate  investigation.  To  contact  the  Ethics  Commission,  call  554-6464. 

Use  of  City  and  County  Property  for  Business  Purposes  Only 

All  City  and  County  equipment,  devices  and  materials  (e.g.,  photocopier,  telephones,  computers, 
stationary,  etc.)  must  be  used  only  for  conducting  City  and  County  business.  Use  of  City  and 
County  property  for  personal  or  private  purposes,  or  employee  organization  business,  is  strictly 
prohibited. 

Computers  and  Data  Information  Systems 

City  and  County  employees  with  access  to  computer  files  and  records  may  not  release  or  disseminate 
information  to  others  without  authorization.  The  release  or  dissemination  of  such  material  may 
constitute  an  invasion  of  privacy,  and  may  be  grounds  for  disciplinary  action  and  termination. 

The  use  of  unauthorized  programs  and  copies  of  commercial  software  packages  is  prohibited. 
Computer  programs  utilized  by  the  City  and  County  may  not  be  duplicated  or  altered  for  personal 
use.  Do  not  use  computers,  printers  or  information  systems  for  personal  business  or  entertainment. 
Keep  your  log-on  password  confidential. 

J 
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Telephones  { 

Telephones  are  an  essential  part  of  conducting  business.  Proper  usage  is  important,  since  the 
impression  that  people  have  of  City  and  County  government  is  influenced  by  their  contact  with  you 
over  the  telephone. 

When  receiving  calls,  always; 

1 . Answer  promptly.  (Try  to  answer  by  the  third  ring.) 

2.  Identify  the  department  or  specific  office. 

3.  Do  not  place  a person  on  "hold"  for  a long  period  of  time. 

4.  Offer  to  take  a message  if  the  person  called  is  not  available. 

5.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1 . Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  brief. 

4.  Be  polite  and  friendly. 

Other  points  to  remember:  1 ) It  is  a courteous  practice  and  good  business  sense  to  return  all  of  your 
calls  promptly;  2)  If  you  dial  a wrong  number  out  of  your  local  calling  area,  report  it  to  the 
Operator  immediately  in  order  to  remove  charges;  3)  Refer  solicitation  calls  to  your  supervisor.  f 


Facsimile  (FAX)  Machines 

Facsimile  (FAX)  lines  must  be  used  only  for  conducting  City  and  County  business. 


Photocopy  Machines 

In  order  to  conserve  paper,  City  and  County  employees  must  use  two-sided  copying  whenever 
possible.  The  use  of  office  photocopying  equipment  is  limited  to  City  and  County  business. 


Recycling  Office  Paper 

Recycling  saves  natural  resources,  reduces  disposal  costs,  and  it  is  required  by  local  and  State  law. 
In  1988,  the  Board  of  Supervisors  unanimously  adopted  a resolution  making  office  paper  recycling 
a policy  of  the  highest  priority.  In  1992,  the  Board  reaffirmed  the  City’s  commitment  to  waste 
reduction  by  passing  the  Resources  Conservation  Ordinance  which  directs  all  City  departments  to 
reduce  their  waste  and  establishes  preferential  criteria  for  purchasing  recycled  products.  In  1989, 
State  law  (AB939)  was  passed  which  mandated  all  Cities  and  Counties  to  reduce  their  waste  by  50% 
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by  the  year  2000  or  face  fines  of  up  to  $10,000  per  day. 

Take  part  in  the  City’s  recycling  efforts.  The  San  Francisco  Recycling  Program  provides  recycling 
bins  to  all  City  offices.  Most  offices  recycle  white  and  computer  paper  in  centralized  containers  that 
employees  sort  from  their  desk  side  bins.  Some  large  City  office  buildings  also  recycle  mixed  paper 
from  desk  side  waste  paper  baskets  and  employees  take  their  garbage  to  centralized  garbage  cans. 
Additional  materials  such  as  corrugated  cardboard,  pallets,  and  metals  are  recycled  from  certain 
facilities.  The  City  Government  Recycling  Coordinator  is  available  to  assist  your  department  in 
finding  ways  to  recycle  more  and  waste  less.  To  request  recycling  bins,  or  if  you  have  questions 
about  the  recycling  program  in  your  department  call  554-3400. 


Your  Responsibilities  in  Case  of  Emergency 

If  a local  emergency  is  proclaimed  by  the  Mayor  or  an  authorized  City  and  County  official  because 
of  an  actual  or  threatened  disaster  such  as  earthquake,  fire,  riot,  etc.,  City  and  County  employees  may 
be  required  to  provide  services  during  the  emergency  and  subsequent  period  of  assessment  and 
recovery. 


Use  of  Public  Transportation 

City  and  County  employees  are  encouraged  to  use  public  transit— not  only  for  the  journey  between 
home  and  work,  but  also  during  the  course  of  the  business  day.  San  Francisco  Municipal  Railway 
(MUNI)  offers  frequent  service  in  the  City  and  County  on  its  buses,  streetcars  and  cable  cars. 
Although  a City  and  County  automobile  may  be  available  for  your  use,  congestion  and  parking 
usually  make  MUNI  a more  convenient  way  to  travel. 

Call  MUNI's  Telephone  Information  Center  at  (415)  673-MUNI  for  the  latest  information  on  fares 
and  schedules. 


Improving  the  Quality  of  Your  Workplace 

Be  conscientious  about  the  public's  and  clients’  perceptions  of  your  activities  and  your  work 
environment.  For  example,  keep  your  office  area  tidy.  Do  your  part  in  maintaining  a clean  and 
orderly  work  space,  particularly  if  you  have  interaction  with  the  public. 

If  you  are  on  break,  a member  of  the  public  may  not  know  this,  therefore  do  not,  for  example,  read 
newspapers  or  magazines  at  your  desk  or  eat  your  lunch  in  a high  visibility  area.  Keep  non-business 
visitors  and  personal  visiting  to  an  absolute  minimum. 

Improve  the  quality  of  your  workplace  by  striving  to  maintain  high  standards  and  providing  the  best 
service  possible. 
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APPENDIX 


DEPARTMENT  OF  HUMAN  RESOURCES  PUBLICATION  SERIES 

The  following  informational  pamphlets  may  be  picked  up  at  the  Human  Resources  Information 
Center  at  44  Gough  Street,  lobby  level,  telephone  557-4800.  Call  the  office  for  availability. 
Pamphlets  will  be  mailed  if  you  provide  a self-addressed  business-size  envelope  with  appropriate 
postage.  Class  specifications  ("job  specs")  will  be  mailed  only  if  accompanied  by  a self-addressed 
business  size  envelope  with  appropriate  postage.  Call  the  Human  Resources  Information  Center  at 
557-4800  for  postage  and  photocopying  rates. 


Pamphlets 


#1  How  to  Get  a Job  with  the  City  and  County  of  San  Francisco 

#2  Important  Employment  Information 

#6  Applicant  Information:  Veterans’  Preference 

#7  Applicant  Information:  Arrest  and  Conviction  Policy 

#8  Applicant  Information:  Education 

# 9 Rule  1 5 Program  (Exempt  Employment  of  Individuals  Who  Are  Severely 

Disabled)  (Previously  Known  as  Rule  34) 

# 1 0 Federal  Immigration  & Naturalization  Service  Requirements 
#11  A Gift  of  Time  (Transfer  of  Sick  Leave  and/or  Vacation  Credits  to 
Catastrophically  111  Employees) 

#12  Layoff  and  Involuntary  Leave  of  Absence  Information 

#14  The  Certification  Process 
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As  you  begin  your  career  or  promote  to  a higher  level  position  within  the  City  and  County, 
remember  that  regardless  of  where  you  work  or  the  nature  of  your  job  assignment,  how  you  do 
your  job  will  affect  the  way  that  the  public  views  our  City.  Do  your  job  well! 

Please  take  the  time  to  read  this  Employee  Handbook.  We  have  prepared  it  to  give  you 
important  information  on  the  City  and  County’s  commitment  to  diversity,  our  policies  on  work 
schedules,  safety  on  the  job,  and  your  obligations  as  an  employee.  It  also  provides  you  with  the 
basics  about  your  health  care  and  retirement  benefits,  salary  administration,  pay  periods,  holidays 
and  civil  service  system. 

The  City’s  human  resource  staff  is  here  to  help  you  with  your  employment-related  questions.  If 
you  need  further  information,  contact  the  appropriate  DHR  Division  as  identified  in  this 
Handbook.  Alternatively,  you  may  find  it  more  convenient  to  contact  your  department  personnel 
representative. 

Working  for  the  City  and  County  of  San  Francisco  is  a privilege  and  an  opportunity.  Along  with 
this  privilege,  comes  the  responsibility  for  carrying  out  our  duties  in  a manner  that  is  consistent 
with  the  highest  standards.  I encourage  you  to  consistently  strive  for  excellence  in  your  new  role 
and  to  support  your  fellow  employees  in  raising  their  performance  level.  Working  together,  one 
step  at  a time,  we  can  make  a positive  difference. 


Sincerely, 


Andrea  R.  Gourdine 
Director  of  Human  Resources 


44  Gough  Street  • San  Francisco,  CA  94103-1233 
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INTRODUCTION 


The  Employee  Handbook  has  a dual  role:  educating  employees  who  are  new  to  the  City 
and  County  service  and  serving  as  a resource  for  current  employees.  The  Handbook 
contains  information  on  current  personnel  rules,  policies,  procedures,  services  and  benefits, 
and  is  to  be  used  as  a basic  reference  guide. 

While  every  attempt  has  been  made  to  cover  a variety  of  topics  and  ensure  accuracy  of 
information,  the  Handbook  may  not  be  entirely  comprehensive.  If  there  is  a discrepancy  or 
omission,  the  current  official  ordinance,  regulation,  Civil  Service  Commission  Rule  or  your 
department's  policy  governs. 

The  City  and  County  of  San  Francisco  reserves  the  right  to  change  or  modify  the  terms  and 
conditions  set  forth  in  this  Handbook.  The  provisions  of  this  Handbook  do  not  constitute  a 
contract  of  employment.  Property  or  other  rights  in  employment  are  governed  by  various 
labor  agreements,  applicable  Charter  provisions,  City  and  County  ordinances,  and  Civil 
Service  Commission  Rules. 

The  personnel  representative  of  your  department  will  be  able  to  help  you  in  the  event  that 
you  need  more  information  about  any  of  the  topics  presented. 
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VALUING  DIVERSITY  IN 
THE  WORKPLACE 


POLICIES 

Valuing  diversity  in  the  workplace  is  all  about  learning  to  live  with  one  another  on  the  job.  The 
City  and  County  of  San  Francisco  has  strictly  enforced  policies  that  protect  your  rights  and  the 
rights  of  your  co-workers  on  diversity  issues. 

Policy  on  Equal  Employment  Opportunity 

The  City  and  County  of  San  Francisco  is  committed  to  equal  employment.  It  is  the  policy  of  the 
City  and  County  to  ensure: 

> equal  opportunity  to  all  persons  in  or  seeking  employment  in  City  and  County 
service; 

> that  selection  of  employees  to  positions  within  the  City  and  County  be  made  on  the 
basis  of  merit  and  fitness  without  discrimination; 

> that  continuing  programs  be  maintained  to  provide  equal  employment  opportunities  to 
women,  minorities  and  persons  with  disabilities  to  achieve  meaningful  employment  at 
all  levels. 

Vigorous  enforcement  of  the  laws  against  discrimination  will  be  carried  out  at  every  level  of  each 
department  to  ensure  that  all  persons,  regardless  of  race,  religion,  sex,  national  origin,  ethnicity, 
age,  physical  or  mental  disability,  political  affiliation,  sexual  orientation,  ancestry,  marital  status, 
color,  medical  condition  [cancer-related,  HIV  infection  or  Acquired  Immune  Deficiency 
Syndrome  (AIDS)],  gender  identity,  parental  status,  domestic  partner  status  or  other  non-merit 
factors,  will  have  equal  access  to  positions  in  the  City  and  County  service,  limited  only  by  ability 
to  do  the  job. 
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Policy  on  Respect  for  All  Persons 

The  City  and  County  of  San  Francisco  values  the  multi-cultural  diversity  of  its  population  and  its 
work  force,  and  it  is  the  policy  of  the  City  and  County  to  treat  all  persons  with  respect.  For  that 
reason,  the  City  and  County  prohibits  any  of  its  employees  and  officials  from  using  slurs  against 
any  person  on  the  basis  of  race,  color,  sex,  national  origin,  ancestry,  age,  sexual  orientation, 
disability,  or  other  protected  status.  A slur  is  a word  or  combination  of  words  that  inflicts  injury, 
does  not  offer  opportunity  for  response,  does  not  appeal  to  rational  faculties,  or  is  a nonessential 
or  gratuitous  aspect  of  any  exposition  of  fact  or  opinion.  Evidence  of  usage  of  such  slurs  will  be 
documented  in  the  employee's  job  performance  evaluation  and  will  be  considered  in  evaluating 
the  employee's  fitness  for  City  and  County  service. 

Policy  Prohibiting  Sexual  Harassment 

Sexual  harassment  of  City  and  County  employees  is  prohibited  by  the  San  Francisco 
Administrative  Code  and  other  laws.  Sexual  harassment  consists  of  unwelcome  and  unsolicited 
sexual  conduct,  including  overtures,  advances  and  other  sexually  harassing  verbal  or  physical 
conduct.  Sexual  harassment  also  includes  visual  forms  of  harassment  such  as  sexually  explicit 
posters,  graffiti  or  other  written  documents  containing  sexually  offensive  information. 

These  are  some  examples  of  sexual  harassment: 

> verbal  harassment  (e.g.,  epithets,  derogatory  comments  or  slurs); 

> physical  harassment  (e.g.,  assault,  impeding  or  blocking  movement,  gestures  or  any 
physical  interference  with  normal  work  or  movements); 

> visual  forms  of  harassment  (e.g.,  derogatory  posters,  letters,  poems,  graffiti,  cartoons 
or  drawings);  or 

> requests  for  sexual  favors  or  unwanted  sexual  advances. 

If  you  feel  you  are  being  sexually  harassed,  you  should  inform  your  supervisor  or  other 
responsible  officer  immediately.  Supervisory  employees  are  required  to  take  corrective  action  if 
employees  are  being  subjected  to  sexual  harassment.  Departments  are  required  to  report  all 
complaints  of  sexual  harassment  to  the  Human  Resources  Director. 

The  Discrimination  Complaint  Procedure  provides  an  avenue  for  investigating  and  resolving 
allegations  of  sexual  harassment.  For  information  and  assistance  on  the  complaint  procedure, 
you  may  call  the  DHR  Sexual  Harassment  Helpline  at  557-4900.  City  officials  or  employees 
who  are  found  to  engage  in  harassment  are  subject  to  disciplinary  action,  up  to  and  including 
termination. 

Policy  on  Language  Diversity 

The  Civil  Service  Commission  recognizes  that  the  cultural  and  racial  composition  of  San 
Francisco  and  its  work  force  is  rapidly  changing.  Therefore,  the  City  and  County  has  established 
a policy  which  states  that,  with  few  exceptions,  an  employee's  use  of  a language  other  than 
English  in  the  workplace  is  a legally  protected  right. 
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Any  rule  that  requires  employees  to  speak  only  English  at  all  times  may  result  in  unlawful 
discrimination.  Accordingly,  a City  and  County  department  may  have  a rule  requiring  that 
employees  speak  only  English  at  certain  times,  if  the  department  can  show  that  the  rule  is 
justified  by  business  necessity;  notifies  employees  of  the  rule  and  of  the  circumstances  when 
speaking  only  English  is  required;  and  informs  employees  of  the  consequences  of  violating  the 
rule. 


Policy  Prohibiting  Employee  Violence  in  the  Workplace 

It  is  the  policy  of  the  City  and  County  of  San  Francisco  to  require  employees  to  treat  co-workers 
and  members  of  the  public  with  courtesy  and  respect.  The  City  and  County'  of  San  Francisco 
will  not  tolerate  any  assaults,  battery  or  threats  or  acts  of  violence  by  employees  in  the 
workplace.  (Civil  Service  Commission  Policy  Prohibiting  Violence  in  the  Workplace,  adopted 
April  3, 1995.) 

Employees  are  also  prohibited  from  bringing  weapons  to  the  job,  unless  required  by  the  City  and 
County-  department  in  the  performance  of  the  employee’s  official  duties.  Weapons  include,  but 
are  not  limited  to.  firearms,  knives  or  weapons  defined  in  the  California  Penal  Code  Section 
12020. 

Failure  to  comply  with  this  policy  may  result  in  employee  discipline  up  to  and  including 
termination. 

Definitions  and  responsibilities  related  to  the  prevention  and  control  of  workplace  violence  are 
detailed  in  the  Workplace  Violence  Guidelines  developed  by  the  Department  of  Human 
Resources  and  the  Office  of  the  City'  Attorney,  February  1998.  The  following  paragraphs 
summarize  this  information: 

As  an  employee  you  are  responsible  to  report  any  threats  or  acts  of  violence  to  your  supervisor, 
department  head,  or  Management  Response  Team  (MRT)  member.  Supervisors  and  managers 
are  responsible  for  documenting  all  observed  or  reported  incidents  of  workplace  violence.  A 
department’s  designated  MRT  members  have  the  responsibility'  to  investigate  any  reported 
incidents  of  threats  or  acts  of  violence  by  any  employees  and  to  take  appropriate  action. 

Appropriate  action  taken  by  the  department  head,  members  of  the  MRT,  a representative  of  the 
City-  Attorney’s  Office  or  other  designee  may  include,  but  is  not  limited  to,  one  or  more  of  the 
following  depending  on  the  nature  of  the  threat  or  act  of  violence. 

• Calling  Emergency  Response  “911,”  if  the  threat  is  immediate  and  life  threatening; 

• Removing  from  the  workplace  any  employee  who  makes  a threat,  exhibits  threatening 
behavior,  or  engages  in  violence.  This  may  include  placing  the  employee  on 
administrative  leave,  suspension  or  using  other  provisions  of  the  City-  Charter,  Civil 
Service  Rules,  or  applicable  labor  contracts; 
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• Referring  the  matter  to  the  City  Attorney  to  determine  if  a restraining  order  is 
appropriate; 

• Imposing  disciplinary  action  up  to  and  including  dismissal  or  termination; 

• Admonishing  the  employee(s)  that  such  behavior  is  unacceptable  and  will  not  be 
tolerated,  including  providing  written  directives  regarding  workplace  conduct; 

• Referring  the  allegedly  violent  employee  to  the  Employee  Assistance; 

• Referring  to  the  Employee  Assistance  Program  or  other  support  services,  employees 
who  are  a potential  or  actual  target  of  an  act  or  threat  of  violence; 

• Other  measures  may  be  taken  as  appropriate  under  the  circumstances. 


Policy:  Equal  Employment  Opportunity  for  Individuals  with  Disabilities 

The  City  and  County  of  San  Francisco  is  firmly  committed  to  equal  employment  opportunity  for 
persons  with  disabilities  in  compliance  with  the  Americans  with  Disabilities  Act  of  1990 
(ADA). 

The  ADA  prohibits  discrimination  against  persons  with  disabilities  in  the  application  process  and 
in  all  phases  of  employment.  The  ADA  requires  that  qualified  individuals  with  disabilities  be 
provided  with  reasonable  accommodation  to  perform  the  essential  functions  of  their  jobs. 

If  you  have  a disability  and  you  need  an  accommodation  in  order  to  perform  the  essential 
functions  of  your  job,  inform  your  supervisor  or  your  department  personnel  representative 
immediately.  Requests  for  accommodation  will  be  evaluated  on  a case  by  case  basis. 

ADA  Transfer 

An  employee  who  1)  is  disabled  according  to  ADA:  and,  2)  is  unable  to  perform  the  essential 
functions  of  his/her  position,  with  or  without  reasonable  accommodation,  may  apply  for  an  ADA 
transfer.  Transfers,  in  accordance  with  Civil  Service  Commission  Rule  15,  Article  II,  may  be 
made  to  any  class  within  the  employee's  capacity  to  perform,  with  a salary  as  close  as  possible  to 
the  current  class. 

Contact  your  departmental  personnel  representative  for  information  regarding  the  ADA  transfer 
process. 
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Rule  15  - Program  to  Hire  the  Severely  Disabled 

CSC  Rule  15  provides  a process  for  individuals  who  are  severely  disabled  to  become  permanent 
City  and  County  employees  without  going  through  the  Civil  Service  Commission  exam  process; 
this  alternative  is  sometimes  called  the  “Rule  1 5 Program.” 

An  informational  pamphlet  entitled  "Rule  1 5 Program"  is  available  from  the  Department  of 
Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800.  For 
more  information,  you  may  contact  Equal  Employment  Opportunity  by  telephone  at  557-4832, 
or  at  775-9498  (TDD)  if  you  have  a hearing  impairment. 


EQUAL  EMPLOYMENT  OPPORTUNITY  DIVISION 

The  Department  of  Human  Resources  Equal  Employment  Opportunity  Division  works  to  ensure 
equal  employment  opportunities  of  all  individuals  within  the  City  and  County  of  San  Francisco 
service;  monitors  City  departments  to  maximize  workforce  diversity;  administers  EEO  programs, 
and  investigates  complaints  of  employment  discrimination. 

If  you  feel  that  your  rights  have  been  violated,  you  may  call  the  Equal  Employment  Opportunity 
Division  for  information  and  assistance  at  557-4832,  or  at  775-9498  (TDD)  if  you  have  a hearing 
impairment. 
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INFORMATION  ABOUT  YOUR 
CITY  AND  COUNTY  EMPLOYMENT 


DHR  INFORMATION  CENTER 


Job  Opportunities 

The  Department  of  Human  Resources  Information  Center  offers  a wide  variety  of  information  for 
both  applicants  and  City  employees.  Job  examination  announcement  bulletin  boards  are  located 
here.  Announcements  for  temporary  jobs  and  transfer  opportunities  citywide  are  also  posted  on 
these  bulletin  boards. 

Information  and  Publications 

The  Department  of  Human  Resources  Information  Center  also  has  available  position  classification 
information,  important  information  pamphlets  and  reference  materials  on  examination-related 
issues  and  other  employment  topics  (see  Appendix,  page  38). 

Department  of  Human  Resources  Information  Center 
44  Gough  Street  First  Floor  Lobby 
Telephone  557-4800  or  775-9484  (TDD  - Hearing-Impaired) 


CLASSIFICATION 

Positions  in  the  City  and  County  have  been  classified  by  the  Department  of  Human  Resources 
according  to  their  duties  and  responsibilities.  Positions  that  are  comparable  in  the  type  of  work 
performed  and  in  level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so  that  they  will 
be  treated  alike  for  recruitment,  examination,  transfer  and  pay. 

The  Department  of  Human  Resources  assigns  positions  to  classifications.  Each  classification  has  a 
job  code  number  and  descriptive  title,  as  well  as  a list  of  typical  duties  and  responsibilities. 

You  may  obtain  detailed  information  about  position  classification  from  your  departmental 
personnel  representative. 
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SALARY  ADMINISTRATION 

Most  City  and  County  positions  are  set  in  salary  grades  established  through  collective  bargaining. 
The  majority  of  employees’  salaries,  "Miscellaneous"  employees,  are  set  under  Charter  Section 
A8.409.  Salaries  of  Nurses,  Police  and  Fire  sworn  personnel,  Airport  Police,  and  Transit  Operators 
are  set  separately  in  accordance  with  different  Charter  Section  requirements.  The  salaries  of 
Municipal  and  Superior  Court  employees  are  set  in  accordance  with  State  law. 

Salary  Step  Increases 

When  you  are  initially  employed,  your  salary  is  generally  set  at  the  first  step  of  a typical  five-step 
pay  range.  Upon  completion  of  six  (6)  months  of  service,  permanent  employees  advance  to  the 
second  step,  and  to  each  successive  step  after  the  completion  of  one  (1)  year  of  service.  Permanent 
employees  who  enter  at  a step  other  than  the  first  step  advance  to  each  successive  step  after  the 
completion  of  one  (1)  year  of  service.  Check  your  applicable  collective  bargaining  agreement 
for  the  specific  terms  covering  this  subject.  Each  step  is  approximately  5%  higher  than  the 
previous  step.  Salary  increments  are  withheld  if  you  are  on  leave  without  pay  for  more  than  1/6  of 
required  service 

Salary  step  advancement  for  provisional  employees  may  differ  from  the  procedure  outlined  above. 
Guidelines  for  step  advancement  for  provisional  employees  are  found  in  the  applicable  collective 
bargaining  agreements. 

Appointment  Above  the  Entrance  Rate 

The  criteria  for  hiring  employees  above  the  entry  step  of  a classification  are  provided  in  collective 
bargaining  agreements  or  the  unrepresented  ordinance. 

Contact  your  departmental  personnel  or  payroll  representative  or  the  Department  of  Human 
Resources,  Compensation  Section  of  Employee  Relations  Division  at  557-4990  for  assistance. 


EXAMINATIONS 

Most  City  and  County  job  classifications  are  subject  to  the  civil  service  examination  process. 
When  vacancies  exist  and  there  is  no  eligible  list,  an  announcement  is  typically  issued  inviting 
individuals  to  file  an  application  to  participate  in  the  examination  process.  The  examination 
announcement  indicates  the  minimum  requirements  (usually  work  experience,  training  and/or 
education)  that  you  must  have  in  order  to  take  the  examination,  as  well  as  the  time  period  during 
which  you  must  apply  for  the  job. 

The  only  time  you  may  file  an  application  for  an  examination  is  when  it  is  open  for  filing.  Filing 
periods  vary,  so  it  is  important  that  you  read  the  examination  announcement  carefully. 
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When  you  complete  an  application,  be  honest  in  your  responses.  False  statements  on  an  application 
or  supporting  documents  may  lead  to  removal  or  discharge  and  restriction  on  future  employment 
with  the  City  and  County  of  San  Francisco. 

The  Department  of  Human  Resources  and  the  decentralized  personnel  units  that  specialize  in 
examinations  are  dedicated  to  high  standards  in  employment,  recruitment,  and  selection. 
Appointment  to  a civil  service  position  is  based  on  demonstrated  ability  in  a competitive  process 
applied  equally  to  all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a study  of  the  duties  of  the  job.  The 
examination  may  consist  of  an  interview  and/or  written,  performance,  agility,  or  other  job-related 
selection  device.  The  examination  announcement  identifies  the  test(s)  being  used.  Candidates  are 
ranked  on  lists  based  upon  how  well  they  performed  on  the  test(s).  Qualified  candidates  are  listed 
alphabetically,  when  a Rule  of  the  List  Referral  or  Certification  is  used. 

Examinations  are  given  on  an  Entrance,  Promotional,  or  combination  Entrance  and  Promotional 
basis: 

Entrance  (Open)  Examinations  - All  candidates  compete  on  the  same  basis  for  certain 
positions.  Promotive  points  are  not  calculated  for  current  permanent  employees  taking  entrance 
examinations. 

Promotional-Only  (Closed)  Examinations  - Only  certain  employees  of  the  City  and 
County,  the  San  Francisco  Unified  School  District,  and  the  San  Francisco  Community  College 
District  are  eligible  to  compete  in  these  examinations.  The  examination  announcement  will  specify 
whether  or  not  the  examination  is  given  on  a promotive-only  basis. 

Combined  Entrance  and  Promotional  Examinations  - All  successful  candidates  are 
normally  included  on  one  list  of  eligibles.  City  and  County  permanent  employees  may  qualify  for  a 
maximum  of  sixty  additional  points  based  on  satisfactory  performance  and  length  of  service  with 
the  City. 

Exam  Hotlines 


The  EXAM  HOTLINE  (telephone  557-4888)  is  a 24-hour  recorded  message  that  announces 
classes  for  which  applications  are  being  accepted.  Since  examination  announcements  are  posted  on 
Friday  mornings,  the  recording  is  updated  every  Thursday  afternoon.  If  you  call  after  5:00  p.m.  on 
a Thursday,  you  will  know  which  classes  will  be  open  for  filing  of  applications  on  the  next  day, 
Friday. 

Hotlines  for  other  departments  within  the  City:  Department  of  Public  Health  Hotline  206-5317; 
Nurses  Hotline  206-3739;  S.F.  Airports  Commission  Hotline  650-635-4996;  Public  Utilities 
Commission  (including  Water  Dept.)  554-1669  or  554-1602  [TDD]. 

If  you  have  a hearing  disability  and  you  have  questions  regarding  the  examination  process,  you 
may  call  the  Department  of  Human  Resources  at  775-9484  [TDD]. 
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Change  of  Name  and/or  Address 

If  you  change  your  address  and/or  telephone  number  and  are  an  applicant  for  a current  exam,  you 
must  immediately  notify  the  Department  of  Human  Resources,  Merit  System  Services,  44  Gough 
Street,  San  Francisco,  CA  94103  by  submitting  a change  of  address  form  or  a letter  in  writing 
stating  the  class  number  and  class  title.  If  you  change  your  name,  you  must  bring  legal  verification 
documents  in  order  to  update  your  records.  If  you  fail  to  report  any  changes,  you  may  not  receive 
important  and  timely  information  regarding  your  eligibility  for  employment. 
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APPOINTMENT,  REFERRAL  AND  HIRE 


TYPES  OF  APPOINTMENT 

Permanent  - Persons  who  competed  in  a civil  service  examination  and  are  appointed  from  a list 
of  eligibles  to  a permanent  position.  Permanent  appointees  who  complete  the  required  service  earn 
sick  pay,  vacation,  and  salary  increments. 

Temporary  - Persons  who  competed  in  a civil  service  examination  and  are  appointed  from  a list 
of  eligibles  to  a temporary  position. 

Exempt  - Persons  appointed  to  temporary  or  permanent  positions  exempted  from  being  filled 
from  eligible  lists  in  accordance  with  the  City  and  County  Charter.  Exempt  appointees  serve  at  the 
pleasure  of  the  appointing  officer. 

Provisional  - Provisional  (non-civil  service  and  limited  tenure)  appointments  are  made  when 
qualified  eligibles  are  not  available.  Provisional  appointees  serve  at  the  pleasure  of  the  appointing 
officer. 

THE  REFERRAL  PROCESS 

A civil  service  examination  enables  the  City  and  County  to  compile  a list  of  qualified  persons 
eligible  for  employment.  Candidates  who  are  successful  in  an  examination  are  usually  ranked  on 
an  eligible  list  according  to  their  overall  scores  in  the  examination.  However,  the  Certification  Rule 
being  used  will  be  specified  on  the  examination  announcement,  from  Rule  of  Three  to  potentially 
Rule  of  the  List. 

When  you  receive  notice  that  your  name  has  been  “referred”  to  a civil  service  position,  carefully 
read  the  letter  and  follow  ALL  instructions.  If  you  do  not  respond  as  instructed  you  may  lose  your 
eligibility  for  employment. 

If  you  are  an  eligible  on  a civil  service  list  and  you  are  on,  or  will  be  assigned,  to  active  military 
service,  you  must  contact  the  Department  of  Human  Resources  Referral  Office  (557-4827)  before 
or  after  your  discharge,  with  proof  of  service,  in  order  to  determine  your  eligibility  to  be  referred  for 
future  job  openings. 
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If  you  change  your  address  and/or  telephone  number  and  you  are  an  eligible  on  a current  eligible 
list,  you  must  immediately  notify  the  Department  of  Human  Resources,  Referral  Office,  44  Gough 
Street,  San  Francisco,  CA  94103  by  submitting  a change  of  address  form  or  a letter  in  writing 
stating  the  job  code  number  and  class  title.  If  you  change  your  name,  you  must  bring  legal 
verification  documents  in  order  to  update  your  records.  If  you  fail  to  report  any  changes,  you  may 
not  receive  important  and  timely  information  regarding  your  eligibility  for  employment. 

To  maintain  your  eligibility  on  a list,  you  must  continue  to  possess  the  minimum  qualifications  as 
specified  in  the  examination  announcement.  Should  you  no  longer  possess  qualifications  as 
required  on  the  examination  announcement,  you  will  be  restricted  from  being  “referred”  as  eligible 
for  possible  employment. 

Security  Clearance  - Prior  to  employment,  some  departments  may  require  a background 
review  of  criminal  history,  motor  vehicle  (driving)  record,  personnel  history  and  employment 
records. 

Medical  Examination  - Depending  on  the  classification  you  are  to  be  employed  in,  you  may 
be  required  to  pass  a medical  examination,  including  drug  testing,  as  a condition  of  employment. 
Most  medical  examinations  are  conducted  by  the  Department  of  Public  Health,  San  Francisco 
General  Hospital  Medical  Center,  Occupational  Health  Service  (OHS)  located  in  Building  9,  2nd 
floor  at  San  Francisco  General  Hospital  at  Potrero  Avenue  and  22nd  Street. 

License  to  Drive  - If  your  job  duties  require  you  to  drive,  you  must  have  the  appropriate 
licenses  and  maintain  insurability  under  your  department's  automobile  liability  insurance  policy. 
Only  employees  with  a valid  California  Driver  License  will  be  authorized  to  operate  a City  and 
County  and/or  private  vehicle.  The  City  and  County  will  use  the  State  Department  of  Motor 
Vehicles'  Pull  Notice  Program  to  obtain  information  about  employees  as  actions  appear  on  their 
driving  records.  The  City  and  County  will  base  driver-related  decisions  on  compliance  with  the 
California  Vehicle  Code,  as  well  as  the  City  and  County's  efforts  to  reduce  vehicular  accidents  and 
exposure  to  liability. 

Arrest  and  Conviction  Policy  - Convictions  by  any  court,  including  a military  court,  must  be 
listed  on  the  application  for  employment.  A conviction  or  a traffic  offense  does  not  necessarily 
preclude  employment  with  the  City  and  County.  Each  case  is  given  individual  consideration  and 
carefully  reviewed  by  the  Department  of  Human  Resources.  A pamphlet  entitled  "Applicant 
Information:  Arrest  and  Conviction  Policy"  is  available  from  the  Department  of  Human  Resources 
Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800. 

The  State  Education  Code  prohibits  persons  from  being  employed  by,  or  retaining  employment 
with,  a school  district  if  they  have  been  convicted  of  any  sex  or  narcotics  offense,  as  defined  in  the 
California  Penal  Code. 

Misrepresentation  of  information,  or  falsification  of  an  application  or  document,  may  lead  to 
removal  from  an  eligible  list,  termination  of  employment,  and/or  restriction  on  future  employment 
with  the  City  and  County. 
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Fingerprinting  - It  is  mandatory  for  most  new  appointees  to  be  fingerprinted,  since  prints  are 
used  to  research  and  obtain  conviction  records  from  the  California  Department  of  Justice  and/or 
Federal  Bureau  of  Investigation.  The  hiring  department  coordinates  fingerprinting  for  appointees. 


REQUIREMENTS  AT  THE  TIME  OF  HIRE 

Social  Security  Number  - You  must  have  a Social  Security  number. 

Authorization  to  Work  - You  must  present  documents  to  verify  identity  and  authorization  to 
work  in  the  United  States  as  required  by  die  Immigration  Reform  Control  Act  of  1986.  Failure  to 
provide  these  documents  may  result  in  loss  of  eligibility.  Acceptable  verification  documents  are 
listed  in  the  information  pamphlet  entided  "Federal  Immigration  and  Naturalization  Service 
Requirements"  available  at  the  Department  of  Human  Resources  Information  Center,  44  Gough 
Street,  lobby  level,  telephone  557-4800. 

Oath  of  Allegiance  - You  are  required  to  take  the  Oath  of  Allegiance  as  specified  in  the 
California  State  Constitution. 

No  Strike  Provision  - Unless  you  are  a uniformed  member  of  the  Police  or  Fire  departments,  or 
an  employee  of  the  Unified  School  District  or  the  Community  College  District,  you  will  be  required 
to  sign  an  acknowledgment  of  receipt  of  a copy  of  Charter  Section  A8.346  - Disciplinary  Action 
Against  Striking  Employees.  For  specific  Charter  language  concerning  this,  please  refer  to  the 
"Employee  Obligations"  section  of  this  Handbook. 

Union  Dues  or  Fees  - If  you  are  hired  in  a class  represented  by  an  organization  that  has  an 
"Agency  Shop"  agreement  with  the  City  and  County,  you  are  required  as  a condition  of  continued 
employment  to  either  join  the  employee  organization  or  pay  the  organization  a service  fee  in  an 
amount  not  to  exceed  the  standard  initiation  fee,  periodic  fees  and  general  assessments  of  that 
organization.  For  more  information,  contact  your  employee  organization  or  departmental  personnel 
representative. 

AFTER  YOU  ARE  HIRED 

Probationary  Period  - All  appointments  to  permanent  civil  service  positions  require  that  you 
serve  a probationary  period.  The  probationary  period  is  the  final  and  most  important  phase  of  the 
selection  process.  This  time  period  is  used  to  evaluate  your  ability  as  an  employee  to  perform  the 
assigned  duties  of  the  position  to  which  you  were  appointed.  The  department's  appointing  officer 
may  release  an  employee  at  any  time  during  the  probationary  period.  Civil  Service  Rule  1 7 defines 
and  governs  your  probationary  period. 

During  the  probationary  period,  your  work  performance  is  evaluated  by  your  supervisor  and 
reviewed  by  higher-level  management.  Prior  to  the  expiration  of  the  probationary  period,  your 
department  head  may  recommend  permanent  appointment. 
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The  duration  of  the  probationary  period  is  governed  by  current  labor  contracts.  For  information 
about  the  length  of  your  probationary  period,  consult  your  departmental  personnel  representative. 

Performance  Appraisal  - The  purpose  of  the  performance  appraisal  system  is  to  ensure  that 
employees  understand  the  duties  and  responsibilities  for  which  they  are  being  held  accountable, 
evaluate  employees  on  their  performance,  identify  training  needs,  improve  effectiveness,  provide  a 
basis  for  career  development  and  assure  quality  service  to  the  public.  The  system  is  an  essential 
tool  for  managerial  decision-making,  assists  in  overall  communications,  and  guarantees  that  you 
have  a regular  and  systematic  record  of  your  performance  and  development. 

Supervisors  and  managers  prepare  performance  appraisals  according  to  a system  adopted  by  the 
Civil  Service  Commission  for  citywide  use.  The  system  recommends  appraisal  reports,  according 
to  specified  schedules,  for  probationary  employees,  managerial  and  supervisory  employees,  and  all 
other  permanent  and  temporary  employees. 

If  you  have  questions  about  the  performance  appraisal  system,  consult  with  your  departmental 
personnel  representative. 

Resignation  - If  you  intend  to  resign,  provide  your  department  with  advance  notice  of  at  least  ten 
(10)  working  days  so  that  arrangements  may  be  made  to  replace  you.  Resignation  forms  may  be 
obtained  from  your  departmental  personnel  representative. 

Layoff  - From  time  to  time,  lack  of  work,  lack  of  funds,  retrenchment  (in  anticipation  of  lack  of 
funds)  or  displacement  (bumping)  may  require  the  layoff  of  an  employee.  Generally,  layoffs  occur 
by  job  class  in  inverse  order  of  seniority. 

Your  length  of  service  in  comparison  with  others  in  your  class  is  a critical  factor  in  the 
determination  of  layoff.  You  may  inspect  the  current  seniority  listings  of  all  City  and  County' 
employees  at  the  Department  of  Human  Resources  Information  Center,  44  Gough  Street,  lobby 
level,  telephone  557-4800.  Questions  regarding  seniority  in  your  department  should  be  addressed 
to  your  department  personnel  representative. 

If  you  are  faced  with  the  possibility  of  layoff,  it  is  important  that  you  contact  your  personnel 
representative.  An  informational  pamphlet  entitled  "Layoff  and  Involuntary  Leave  of  Absence"  is 
available  from  the  Department  of  Human  Resources  Information  Center,  44  Gough  Street,  lobby 
level,  telephone  557-4800. 

Change  of  Name  and/or  Address 

If  you  change  your  address  and/or  telephone  number,  you  must  immediately  notify  your 
department’s  personnel  representative  by  submitting  a change  of  address  form  or  a letter  in  writing. 
If  you  change  your  name,  you  must  bring  legal  verification  documents  in  order  to  update  your 
records.  If  you  fail  to  report  any  changes,  you  may  not  receive  important  and  timely  information 
regarding  your  employment. 
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WORK  SCHEDULES, 
COMPENSATION  AND  BENEFITS 


THE  WORK  WEEK 

Attendance 

Regular  and  prompt  attendance  is  an  important  requirement  of  your  job.  When  a compelling  reason 
requires  your  absence  from  work,  you  must  request  permission  from  your  supervisor  in  advance.  If 
illness  or  some  other  emergency  causes  an  unplanned  absence,  you  must  notify  your  department  as 
soon  as  possible  on  the  first  day  of  absence,  as  well  as  keep  the  department  advised  daily  during  the 
absence.  As  determined  by  your  department,  excessive  absenteeism,  unauthorized  absence  or 
failure  to  notify  your  department  when  you  are  unable  to  report  to  work  may  result  in  disciplinary 
action  or  termination. 

Work  Hours 

The  typical  workweek  is  forty  (40)  hours  consisting  of  five  (5)  consecutive  days  encompassing 
eight  (8)  hours  of  work  completed  within  not  more  than  nine  (9)  hours. 

Employee  wages,  hours  and  working  conditions  are  generally  covered  under  collective 
bargaining  agreements  the  City  has  negotiated  with  various  employee  organizations.  The 
governing  provisions  for  workweek  definition  are  referenced  in  the  collective  bargaining 
agreements. 

COMPENSATION 

Employees  are  paid  biweekly,  usually  every  other  Tuesday.  The  pay  period  begins  on  Saturday  and 
ends  on  Friday.  If  you  have  questions  about  your  paycheck,  consult  your  departmental  payroll 
representative. 

Overtime  and  Compensatory  Time  Off 

If  you  are  required  by  your  manager/supervisor  to  work  overtime  because  of  an  emergency  or 
unanticipated  event,  contact  your  departmental  personnel  representative  for  information  regarding 
your  eligibility  for  overtime  payment  or  compensatory  time  off. 

Overtime  and  compensatory  time  off  entitlement  is  defined  within  articles  in  the  various  collective 
bargaining  agreements  with  the  City  and  various  employee  organizations. 
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Payroll  Deductions 

The  following  deductions  are  mandatory  for  all  employees  who  are  members  of  the  San  Francisco 
City  Employees'  Retirement  System: 

1 . Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance  (SDI)  are  made  for  those  employees  in  classes  eligible  for 
State  Disability  Insurance  benefits.  For  more  information,  consult  your  departmental  personnel 
representative. 

Temporary  employees  are  subject  to  deductions  for  Federal  and  State  withholding  taxes,  Medicare 
or  Social  Security  (unless  they  are  participating  in  deferred  compensation)  and,  in  some  cases, 
health  insurance  coverage. 

For  voluntary  deductions  such  as  the  following,  you  must  sign  an  authorization  form  that  is 
obtained  from  your  departmental  personnel  office: 

> Increased  withholding  taxes 

> Increased  retirement  deductions 

> Employee  organization  and  union  dues  (without  ""Agency  Shop") 

> United  States  Savings  Bonds 

> Credit  Union 

> United  Way  and  other  charitable  agencies 

> Deferred  Compensation 

RETIREMENT 

The  City  and  County  provides  retirement  plan  benefits  to  all  eligible  permanent  employees  and 
certain  temporary  employees  through  its  Retirement  System  (SFERS).  SFERS  is  a Defined  Benefit 
Plan:  upon  qualification  for  retirement  a member’s  benefit  is  calculated  according  to  a formula  that 
takes  into  consideration  the  member’s  age,  years  of  credited  service  and  final  compensation. 

The  following  information  is  a summary  of  selected  topics  that  apply  to  members  on  or  after 
November  2.  1976.  The  complete  retirement  provisions  are  written  in  the  San  Francisco 
Charter  and  Administrative  Code. 

Retirement  Plans 

There  are  three  retirement  plans  for  employees  who  become  SFERS  members  on  or  after 
November  2,  1976.  The  plans  cover  Uniformed  members  (Police  and  Fire  plans)  and  all  other 
members  (Miscellaneous  plan). 
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Contributions.  The  rate  of  contribution  for  members  on  or  after  November  2,  1976  is  7.50%  of 
covered  gross.  Miscellaneous  plan  members  may  contribute  at  a reduced  rate  (approximately  1.3% 
of  covered  gross).  If  retirement  contributions  are  paid  at  a reduced  rate,  the  "missing"  contributions 
create  a shortage  in  the  member's  account.  If  the  shortage  is  not  paid  off  before  retirement,  the 
member's  retirement  allowance  will  be  reduced  proportionately.  Overtime  earnings  are  excluded 
from  covered  gross  for  retirement  purposes. 

City  Payment  of  Employee  Contributions. 

The  City  has  agreed  to  pay  retirement  contributions  for  employees  belonging  to  certain  unions. 
Current  labor  agreements  may  provide  for  partial  payment  or  full  payment  of  retirement 
contributions  for  covered  employees. 

Tax  Deferments 

Retirement  contributions  may  be  fully  or  partially  tax-deferred.  You  may  make  a one-time  choice. 
The  Member  Services  Division  of  the  Retirement  System  is  available  to  assist  you  when  you  are 
enrolled  as  a member. 

Types  of  Retirement 

A.  Service 

Eligibility:  Any  Miscellaneous  Plan  member  who  completes  20  years  of  service  and  is  at 
least  50  years  of  age,  or  10  years  of  service  and  is  at  least  60  years  of  age  may  retire  for 
service.  Any  Police  Plan  member  is  eligible  to  retire  for  service  at  age  50  or  older  upon 
completion  of  at  least  25  years  of  service.  Any  Fire  Plan  member  may  retire  for  service 
at  age  50  or  older  upon  completion  of  at  least  5 years  of  service. 

B.  Ordinary  Disability 

Eligibility:  Regardless  of  age,  any  member  who  is  unable  to  perform  the  duties  of  his  or 
her  job  and  has  been  credited  with  at  least  10  years  of  service  may  apply  to  retire  on 
disability. 

C.  Industrial  Disability 

Eligibility:  Any  member  of  the  Uniformed  Plans  (Police  and  Fire  Plans)  who  is  unable  to 
perform  the  duties  of  his  or  her  job  by  reason  of  an  injury  received  in,  or  illness  caused  by 
the  performance  of  his  or  her  duty  is  eligible  to  retire  on  industrial  disability. 

Death  Benefits 

Death  Prior  To  Retirement  :A  death  benefit  equal  to  six  months  eamable  salary  is  payable  to  the 
designated  beneficiary  of  a member  who  dies  while  employed  by  the  City  and  County.  In  addition, 
the  designated  beneficiary  is  entitled  to  a refund  of  all  contributions  and  interest  in  the  member's 
retirement  account.  Community  property  laws  may  affect  the  distribution  of  a death  benefit.  If  the 
deceased  employee  is  qualified  for  a service  retirement  on  the  date  of  death,  and  the  employee  has 
as  beneficiary  a surviving  spouse  who  was  married  to  the  employee  for  at  least  one  (1)  full  year 
immediately  prior  to  the  date  of  the  employee's  death,  the  spouse  may  elect  to  receive  a pension  for 
life  or  until  remarriage  equal  to  50%  of  the  pension  the  decedent  would  have  received  had  he  or  she 
been  retired  on  the  date  of  death  in  lieu  of  the  six-month  eamable  salary  payment  and  refund  of 
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contributions.  This  benefit  is  also  extended  to  registered  domestic  partners  if  certain  conditions  are 
met. 

Death  After  Retirement:  There  are  monthly  benefits  payable  to  a member’s  eligible  spouse  for  life 
or  until  remarriage  if  the  member’s  death  occurs  after  retirement  or  in  line  of  duty  (uniformed 
members). 

Domestic  Partners  Retirement  Benefits  According  to  Charter  provisions,  surviving 
domestic  partners  of  SFERS  members  are  eligible  for  retirement  benefits  if  certain  conditions  are 
met.  Two  important  conditions  are  that  (1)  a copy  of  the  certificate  showing  that  the  Declaration  of 
Domestic  Partnership  was  filed  with  the  San  Francisco  County  Clerk,  must  be  filed  with  SFERS  at 
least  one  full  year  prior  to  the  member’s  retirement  or  death  (if  the  member  should  die  before 
retirement),  (2)  the  domestic  partner  be  the  member’s  designated  beneficiary  for  retirement 
purposes. 

Refund  After  Separation.  An  employee  is  entitled  to  a refund  of  contributions  with  interest 
upon  separation  of  employment.  An  employee  must  be  completely  separated  from  City  and  County 
service  to  receive  a refund  of  retirement  contribution.  A refund  is  normally  processed  within  6 to  8 
weeks  after  the  effective  date  of  separation. 

Effective  January  1,  1993,  a member  may  elect  to  roll  over  pre-tax  contributions  directly  into  an 
Individual  Retirement  Account  (IRA).  If  the  pre-tax  contributions  are  not  directly  rolled  over  into 
an  IRA,  20%  of  the  taxable  portion  will  be  withheld  for  Federal  taxes,  and  2%  for  State  taxes. 

Vesting  Retirement.  This  provision  allows  a separated  member,  regardless  of  age,  who  has  at 
least  5 years  of  service  to  leave  retirement  contributions  in  the  Retirement  System.  The  election  to 
vest  is  irrevocable  and  provides  a lifetime  benefit  beginning  at  age  50.  The  election  to  vest  must  be 
made  by  the  employee  within  90  days  of  separation  of  employment  at  the  Retirement  System's 
Member  Services  Division. 

Reciprocity.  This  provision  allows  separating  members  who  leave  their  contributions  in  the 
Retirement  System  and  who  join  a reciprocal  retirement  plan  within  six  (6)  months  to  receive  a 
retirement  allowance  from  both  San  Francisco  and  the  reciprocal  plan  when  they  retire  concurrently 
from  both  plans.  The  reciprocity  election  must  be  made  by  the  employee  upon  separation  of 
employment  at  the  Retirement  System's  Member  Services  Division. 

Retirement  system  staff  members  are  available  to  explain  the  intricacies  of  SFERS 
benefits.  The  Member  Services  office  provides  advice  on  retirement  applications,  change 
of  beneficiary,  death  benefits,  purchase  of  service  rendered  with  the  City  prior  to 
becoming  SFERS  member,  benefits  estimates,  contribution  rates,  forms,  new  employee 
processing  information,  refunds,  reciprocity  and  many  other  matters.  Contact  the 
SFERS  Member  Services  Unit  at  1155  Market  Street,  2nd  floor;  telephone  554-1550. 
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DEFERRED  COMPENSATION 

Through  the  Retirement  System,  the  City  sponsors  a deferred  compensation  program  administered 
by  the  Hartford  Life  Insurance  Company.  Information  about  the  program  may  be  obtained  at  the 
Hartford  Life  Insurance  Company,  located  at  33  New  Montgomery  Street,  San  Francisco,  CA 
94105,  telephone  (415)  836-4951.  A brochure  on  the  Deferred  Compensation  Program  is  available 
at  Member  Services,  Retirement  System,  1155  Market  Street,  2nd  Floor,  telephone  554-1550. 


HEALTH,  DENTAL  AND  DISABILITY  INSURANCE  COVERAGE 

The  City  and  County  provides  eligible  employees  with  health,  dental,  and  accident/sickness 
disability  insurance  coverage  through  the  Health  Service  System. 

Eligibility 

All  permanent  employees  are  eligible  for  coverage,  as  are  regularly  scheduled  temporary  employees 
who  have  six  (6)  months  of  continuous  service  and  work  not  less  than  twenty  (20)  hours  per  week. 

Coverage  for  permanent  classified  employees  starts  on  the  first  day  of  the  pay  period  following  the 
day  your  permanent  employment  begins.  Coverage  for  temporary  classified  employees  begins  on 
the  first  day  of  the  pay  period  following  the  sixth  month  eligibility  date,  provided  application  is 
made  before  the  six-month  eligibility  date. 

Flexible  Benefits 

The  City  and  County  also  offers  a Flexible  Benefits  Program  which  allows  an  employee  to  pay  any 
required  premiums  for  most  benefits  on  a pre-tax  rather  than  after-tax  basis. 

Process 

Each  eligible  employee  may  select  a health,  dental  and  disability  plan  from  those  currently  offered 
to  City  and  County  employees.  The  following  health  plans  are  available: 

1 . City  Health  Plan; 

2.  Kaiser  Foundation  Health  Plan; 

3.  Health  Net 

4.  PacifiCare 

Some  employees  may  be  eligible  to  select  from  among  the  following  dental  plans: 

1.  Delta  Dental; 

2.  Deltacare  PMI; 

3.  Pacific  Union  Dental 

The  accident  and  sickness  disability  plan  currently  offered  is  an  employee-paid  plan  underwritten 
by  Colonial  Life  and  Accident  Insurance  Company. 
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In  general,  the  City  and  County  pays  for  most  employee  health  and  dental  coverage.  Employees 
who  are  not  entitled  to  paid  health  or  dental  benefits  may  sign  up  for  employee-paid  benefits. 
Premiums  for  dependent  health  coverage  are  employee-paid  for  most  employees,  while  premiums 
for  dependent  dental  coverage  are  generally  employer-paid.  Employer-paid  premium  amounts  are 
governed  by  the  provisions  of  applicable  collective  bargaining  agreements. 

Dependents 

Eligible  dependents  and  registered  domestic  partners  of  employees  may  be  enrolled  in  benefit  plans 
at  the  time  of  the  employee's  original  enrollment.  Contact  the  Health  Service  System  for  details 
regarding  coverage  due  to  a life  event,  such  as  marriage,  birth,  or  adoption.  After  the  initial 
enrollment,  transfer  from  one  benefit  plan  to  another  may  only  be  made  during  an  annual  open 
enrollment  period  with  coverage  to  be  effective  July  1 . 

While  You  Are  On  Leave 

Employees  who  are  on  authorized  leave  of  absence  without  pay  must  notify  the  Health  Service 
System  of  such  leave  and  continue  to  pay  any  premiums  in  advance  directly  to  the  Health  Service 
System  in  order  to  maintain  coverage. 

If  You  or  a Dependent  Should  Lose  Eligibility 

Federal  law  provides  that  any  employee  (including  covered  dependents),  who  terminates 
employment,  has  the  option  to  continue  group  coverage  at  their  own  expense  for  a period  of  up  to 
eighteen  (18)  months  after  loss  of  eligibility.  Dependents  of  an  employee  who  lose  group  coverage 
because  of  divorce  or  legal  separation  or  because  the  child  loses  dependent  eligibility  have  the 
option  to  continue  coverage  through  the  employer  for  up  to  thirty-six  months  after  loss  of 
eligibility.  The  cost  of  such  coverage  will  be  borne  entirely  by  the  employee  and/or  dependent; 
premiums  are  102%  of  cost. 

For  More  Information 

Contact  the  Health  Service  System,  1 145  Market  Street,  2nd  Floor,  telephone  554-1750,  for  details 
of  the  benefits  and  contribution  rates  of  available  health,  dental  and  disability  insurance  options. 

STATE  DISABILITY  INSURANCE  (SDI) 

If  you  are  in  a City  and  County  job  classification  approved  for  coverage  under  the  State  Disability 
Insurance  (SDI)  program,  you  are  eligible  for  SDI  benefits  when  you  incur  any  non-industrial 
illness,  and  (a)  have  contributed  to  SDI  through  payroll  deductions  for  seven  (7)  months,  and  (b) 
have  been  under  the  care  of  a doctor  or  practitioner  during  any  portion  of  the  first  seven  (7) 
calendar  days  of  absence.  Civil  Service  Commission  Rules  require  that  sick  leave  be  used  to 
supplement  SDI  benefits  unless  you  elect  within  seven  (7)  calendar  days  from  the  first  day  of 
absence  one  of  the  following  options: 

1 . to  supplement  SDI  benefits  with  vacation  credits;  or, 

2.  to  supplement  SDI  benefits  with  compensatory  time. 
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Supplemental  salary  will  be  paid  on  your  normal  biweekly  payday.  This  salary,  when  added  to  the 
SDI  benefits,  will  provide  up  to,  and  by  law  may  not  exceed,  your  normal  biweekly  salary.  For 
information  regarding  the  filing  of  claims  and/or  SDI  benefits,  contact  your  departmental  personnel 
representative. 

SOCIAL  SECURITY  AND  MEDICARE 

Generally,  all  employees  except  uniformed  members  of  the  Police  and  Fire  departments  are 
enrolled  in  the  Federal  Social  Security  System  and  are  subject  to  Social  Security  tax  deductions 
from  paychecks.  However,  employees  who  are  not  covered  by  the  Retirement  System  and  who 
defer  specified  minimum  amounts  under  the  city  and  County's  deferred  compensation  program  will 
not  be  covered  under  the  Old  Age  and  Survivors  Disability  Insurance  portion  of  Social  Security  and 
will  not  have  to  pay  that  particular  portion  of  the  tax.  Consult  your  departmental  personnel 
representative  for  information.  In  general,  all  employees  are  covered  under  the  Medicare  portion  of 
Social  Security  except  for  employees  hired  before  April  1, 1991,  who  are  covered  by  other  portions 
of  Social  Security.  The  tax  for  Medicare  is  also  deducted  from  your  paycheck. 

HOLIDAYS  AND  VACATION 

Holidays 

Holidays  observed  by  the  City  are  specified  by  ordinance  of  the  Board  of  Supervisors: 

New  Year's  Day  Columbus  Day 

Martin  Luther  King,  Jr.  Birthday  Veterans’  Day 

Presidents’  Day  Thanksgiving 

Memorial  Day  Day  after  Thanksgiving 

Independence  Day  Christmas  Day 

Labor  Day 

If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is  observed  as  a holiday.  If  any  of 
these  holidays  fall  on  Saturday , the  preceding  Friday  is  observed  as  a holiday;  however, 
offices  must  remain  open  and  staffed.  If  you  are  required  to  work  on  a holiday,  contact  your 
departmental  personnel  representative  or  refer  to  your  collective  bargaining  agreement  for 
information  on  rates  of  pay  or  an  in-lieu  day  off. 

The  City  observes  as  a holiday  any  day  declared  to  be  a holiday  by  the  Mayor  following  declaration 
by  the  President  or  Governor. 

Floating  Holidays 

You  may  take  floating  holidays  as  specified  in  the  collective  bargaining  agreement  for  your  class. 
Employees  are  entitled  to  take  floating  holidays  after  six  months  of  continuous  service.  Requests  to 
use  floating  holidays  are  subject  to  the  approval  of  the  appointing  officer  and  the  provisions  of  the 
collective  bargaining  agreement  that  covers  your  conditions  of  employment.  Contact  your 
departmental  personnel  or  payroll  representative  for  more  information. 
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Vacation 

The  City  and  County  provides  annual  vacations  for  all  employees  who  work  a regular  schedule  and 
who  have  completed  one  (1)  year  or  more  of  continuous  service.  You  are  not  eligible  to  use 
vacation  in  the  first  year  of  continuous  service;  however,  at  the  end  of  one  (1)  year  of  continuous 
service,  you  will  be  awarded  a vacation  allowance  at  the  rate  of  .0385  of  an  hour  for  each  hour  of 
paid  service  in  the  preceding  year  and  will  be  eligible  to  request  to  use  vacation  time  accrued. 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5)  years  of  continuous  service, 
usually  forty  (40)  hours  for  full  time  employees,  and  another  forty  (40)  hours  for  full  time 
employees  after  the  fifteenth  (15)  year  of  continuous  service.  This  awarded  allocation  will  not  be 
made  nor  can  it  be  taken  until  the  employee  reaches  his/her  anniversary  date  in  the  fifth  (5th)  year 
and  fifteenth  (15th)  year. 

No  employee  shall  be  credited  with  more  than  two  thousand  eighty  (2080)  hours  of  paid  service  in 
any  twelve  (12)  month  period  for  purpose  of  computing  the  vacation  allowance.  The  maximum 
vacation  entitlement  in  any  twelve  (12)  month  period  and  maximum  accrual  permitted  are  as 

follows: 


Year  of  Service 

12-Month  Max.  Entitlement 

Maximum  Accumulation 

1 through  5 years 

80  hours  (10  days) 

320  hours  (40  days) 

More  than  5 years 

120  hours  (15  days) 

360  hours  (45  days) 

More  than  1 5 years 

160  hours  (20  days) 

400  hours  (50  days) 

When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the  holiday  is  not  counted  as  a 
vacation  day.  If  you  resign  or  are  separated  after  one  (1)  or  more  years  of  continuous  service  and 
have  not  taken  all  of  your  vacation,  you  will  be  paid  for  the  accumulated  unused  vacation. 

Requests  to  take  vacation  must  be  made  in  accordance  with  your  department's  procedure  and  are 
approved  based  upon  the  needs  of  the  department,  seniority,  and  accommodating  your  plans. 


LEAVES  OF  ABSENCE 

Leaves  of  absence  are  governed  both  by  CSC  Rules  and  labor  contracts.  The  following  are  general 

provisions: 

1 . Leave  requests  must  be  submitted  to  a department  head  or  designee  for  approval. 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must  be  made  on  the  prescribed 
form. 

Sick  Leave  With  Pay  - If  you  work  a full  year  (approximately  2080  hours),  you  earn  thirteen 
(13)  working  days  per  year  (or  104  hours)  of  paid  sick  leave.  Unused  sick  leave  may  be 
accumulated  from  year  to  year  until  you  reach  the  maximum  accumulation  of  one  hundred  and 
thirty  (130)  working  days  (or  1040  hours)  or  other  maximum  as  provided  in  your  collective 
bargaining  agreement. 
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No  sick  leave  with  pay  is  allowed  during  the  first  six-  (6)  months  of  employment  unless  you  have 
previously  earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable  to  report  for  duty  because  of 
illness,  and  of  the  approximate  date  of  your  return  to  work.  Remember,  sick  leave  protects  you 
against  loss  of  income  while  incapacitated.  Sick  leave  with  pay,  if  you  have  earned  sick  leave  with 
pay  credits,  may  be  used: 

1 . When  you  are  unable  to  work  because  of  illness  or  injury,  not  job-incurred; 

2.  For  medical  and  dental  appointments; 

3.  For  absence  due  to  quarantine  declared  by  the  Department  of  Public  Health  or  other 
authority; 

4.  For  absence  due  to  the  death  of  a member  of  your  immediate  family  or  other  persons  as 
defined  in  Civil  Service  Commission  Rules; 

5.  For  absence  due  to  pregnancy  or  convalescence  period  following  childbirth;  or, 

6.  For  absence  due  to  illness  or  medical  appointment  of  a dependent  child. 

If  you  are  absent  from  your  job  for  more  than  five  (5)  consecutive  working  days,  you  must  submit 
to  your  supervisor  a completed  Request  for  Leave  form  stating  the  duration  of  your  illness,  signed 
by  a doctor,  dentist,  podiatrist,  licensed  clinical  psychologist,  Christian  Science  practitioner  or 
licensed  doctor  of  chiropractic  medicine.  This  form  is  available  from  your  supervisor  or 
departmental  personnel  representative. 

Under  certain  conditions,  a department  head  may  require  you  to  furnish  a doctor's  certification  for 
any  amount  of  absence  due  to  illness. 

Sick  Leave  Without  Pay  - When  you  are  not  eligible  for  sick  leave  with  pay  because  you  have 
used  all  your  sick  leave  credits  or  do  not  wish  to  use  your  sick  leave  pay,  you  may  request  sick 
leave  without  pay.  Permanent  employees  may  be  granted  up  to  a maximum  of  one  (1)  year  of 
unpaid  sick  leave  and  Civil  Service  Commission  Rules  provide  that  temporary  employees  may  be 
granted  up  to  a maximum  of  three  (3)  months.  Some  labor  contracts  allow  temporary  employees 
more  time. 

Absence  while  using  sick  leave  without  pay  in  excess  of  five  (5)  consecutive  days  requires  a 
doctor's  certification  on  a Request  for  Leave  form.  This  form  is  available  from  your  supervisor  or 
departmental  personnel  representative. 

Military  Leave  - Under  certain  conditions,  you  may  be  granted  military  leave.  Employees  on 
military  leave  may  be  eligible  to  receive  their  regular  compensation  for  a period  not  to  exceed  thirty 
(30)  calendar  days.  A copy  of  your  official  orders  must  be  attached  to  your  request  for  military 
leave.  Consult  your  departmental  personnel  representative  for  more  information. 
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Jury  Duty  Leave  - Notify  your  supervisor  as  soon  as  you  receive  a jury  summons.  Any  employee 
who  is  called  to  jury  duty  for  a Municipal,  State  or  Federal  Court  during  the  employee's  working 
hours  is  allowed  their  regular  compensation  less  the  amount  of  jury  fees  paid  while  serving  as  a 
juror.  Jury  duty  leave  must  be  granted  by  your  department.  However,  you  must  obtain  from  the 
Jury  Commission  or  Court  Clerk  a "Jury  Duty  Certification,"  which  is  to  be  given  promptly  to  your 
departmental  personnel  representative  in  order  to  receive  your  salary. 

Educational  Leave  - Generally  is  available  to  permanent  employees  only.  Check  your  labor 
contracts  for  coverage  of  other  employees.  Leave  for  the  purpose  of  securing  additional  education 
in  a field  related  to  your  position  may  be  granted  for  the  period  required  to  complete  the  course 
work,  but  not  to  exceed  one  (1)  year.  Contact  your  departmental  personnel  representative  for  more 
information. 

Family  Care  Leave  - Available  to  permanent  employees  only.  If  you  have  completed  one  (1)  or 
more  years  of  service  in  any  status,  you  may  be  granted  up  to  one  (1)  year  of  family  care  leave  for 
the  birth  of  a biological  child;  the  assumption  of  parenting  or  child  rearing  responsibilities;  the 
serious  illness  or  health  condition  of  a family  member,  spouse  or  domestic  partner,  your  parent,  the 
parent  of  your  spouse  or  domestic  partner,  a biological  child,  adoptive  child  or  a child  for  whom 
you  have  parenting  or  child  rearing  responsibilities. 

You  are  also  eligible  for  this  leave  if  the  mental  or  physical  impairment  of  one  of  the  following 
persons  renders  that  person  incapable  of  self-care:  a family  member,  your  spouse  or  domestic 
partner,  your  parent,  the  parent  of  your  spouse  or  domestic  partner,  a biological  or  adoptive  child,  or 
a child  for  which  you  have  parenting  or  child  rearing  responsibilities. 

Family  Care  Leave  is  unpaid  leave;  however,  this  leave  may  be  granted  in  addition  to  accumulated 
compensatory  time  off,  vacation  time,  floating  holidays  or  sick  leave  as  granted  under  the 
provisions  of  Civil  Service  Commission  Rule  20  - Leaves  of  Absence. 

Federal  Family  Medical  Leave  Act  fFMLA)  - provides  up  to  twelve  (12)  weeks  of  unpaid  leave 
to  eligible  employees  of  the  City  and  County  of  San  Francisco.  To  qualify  for  leave  under  the 
provisions  of  the  FMLA,  an  employee  must  have  worked  for  the  City  for  at  least  one  continuous 
year,  and  for  1,250  hours  during  the  year  immediately  preceding  the  leave.  Eligible  employees  may 
be  granted  FMLA  leave  for  the  following  reasons: 

• for  a serious  health  condition  that  makes  the  employee  unable  to  perform  the  function  of 
his/her  position; 

• for  the  birth  of  a child  of  the  employee  and  or  in  order  to  care  for  such  child; 

• for  the  placement  of  a child  with  the  employee  for  adoption  or  foster  care;  or 

• for  the  care  of  the  spouse,  or  child  or  parent  of  the  employee  if  such  spouse,  child  or 
parent  has  a serious  health  condition. 

Employees  should  contact  their  personnel  office  for  further  information. 
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Religious  Leave  - You  may  be  granted  religious  leave  when  personal  religious  beliefs  require  that 
you  abstain  from  work  during  certain  periods  of  the  work  day  or  work  week.  Religious  leave  is 
without  pay  unless  you  elect  to  use  accumulated  compensatory  time  off,  vacation  time,  or  floating 
holidays. 

Leave  to  Accept  Other  City  and  County  Employment  - Available  to  permanent  employees  only. 
Leave  by  a permanent  employee  to  accept  temporary  or  exempt  appointment  in  the  City  and 
County  may  be  approved  by  a department  head  for  the  duration  of  such  appointment. 

Personal  Leave  - Unpaid  personal  leave  generally  may  be  approved  for  a permanent  employee. 
Personal  leave  may  be  approved  for  a period  of  up  to  twelve  (12)  months  within  any  two-  (2)  year 
period.  With  certain  exceptions,  if  you  are  a temporary  or  provisional  employee,  personal  leave 
may  be  approved  for  a maximum  of  one  (1)  month  and  only  if  a replacement  for  your  position  is 
not  required.  Check  your  labor  contract  for  exceptions. 

Time  Off  for  Voting  - For  statewide  elections  only  (i.e..  State  or  Federal),  a City  and  County 
employee  may  take  a maximum  of  two  hours  of  paid  leave  to  vote  if  the  employee  does  not  have 
sufficient  time  outside  working  hours  to  vote,  and  if  the  employee  provides  notice  of  at  least  two 
working  days  in  advance.  Please  note  that  this  does  not  apply  to  local  or  City  and  County  elections. 


A Gift  of  Time  - Transfer  of  Sick  Leave  and/or  Vacation  Credits  to  a 
Catastrophically  III  Employee 

When  you  have  accumulated  sick  leave  and/or  vacation  credits,  you  may  donate  a portion  of  your 
accrual  for  use  by  a City  and  County  employee  suffering  from  a catastrophic  illness.  If  you  become 
catastrophically  ill,  you  may  be  eligible  to  receive  sick  leave  and/or  vacation  credits  from  other  City 
and  County  employees. 

Whether  you  donate  leave  credits  or  receive  them,  you  are  subject  to  certain  restrictions.  An 
informational  pamphlet  entitled  "A  Gift  of  Time  - Transfer  of  Sick  Pay  and  Vacation  Credits  to 
Catastrophically  111  Employees"  is  available  at  the  Human  Resources  Information  Center,  44  Gough 
Street,  lobby  level,  telephone  557-4800. 
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OTHER  EMPLOYMENT 
BENEFITS 


POTENTIAL  FOR  GROWTH 

The  City  and  County's  personnel  system  is  built  on  the  merit  principle,  which  means  that  hiring  and 
promotion  occur  on  a competitive  basis  that  ensures  that  candidates  for  permanent  appointment 
have  equal  opportunity  for  job  and  career  advancement.  By  doing  your  best  in  your  present  job, 
and  seizing  every  opportunity  to  learn  and  master  new  skills,  you  position  yourself  for  promotional 
opportunities  within  the  City  and  County  System. 

Take  the  initiative  to  explore  promotional  job  vacancies  in  your  department  and  other  departments. 
Permanent  examination  announcements,  provisional  job  announcements  and  job  opportunities  are 
posted  at  the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  557-4800. 
Copies  of  examination  announcements  are  available  at  the  Department  of  Human  Resources. 

ASSIGNMENT  AND  EMPLOYMENT  OPTIONS 

Transfer.  After  successful  completion  of  the  probationary  period,  permanent  appointees  may 
transfer  from  one  department  to  another  in  the  same  class.  You  must  file  your  approved  Request 
for  Transfer  with  the  Department  of  Human  Resources.  If  you  accept  a new  appointment  by 
transfer,  you  must  give  your  current  department  notice  of  fifteen  (15)  working  days.  You  are  also 
subject  to  a new  probationary  period  in  the  new  department. 

Reassignment.  A reassignment  within  your  department  does  not  require  Department  of  Human 
Resources  approval.  You  may  request  reassignment  or  your  department  may  reassign  you  at  its 
discretion.  Consult  your  departmental  personnel  representative  for  more  information. 
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Reappointment  Certain  reemployment  privileges  are  extended  to  permanent  employees  who 
have  completed  their  probationary  period  and  who  have  resigned  with  satisfactory  services.  Such 
former  employees  may  request  to  reenter  the  City  and  County  service  to  a vacant  position  in  the 
class  from  which  they  resigned  within  four  (4)  years  from  the  date  of  resignation.  Former  members 
of  the  uniformed  ranks  of  the  Police  and  Fire  departments  may  be  reappointed  within  two  (2)  years 
of  the  date  of  resignation.  Former  employees  may  request  reappointment  to  a vacancy  in  any  class 
in  which  the  probationary  period  was  completed.  It  is  discretionary  on  the  part  of  the  department  to 
approve  a request  for  reappointment. 

If  you  are  interested  in  reappointment,  complete  a Request  for  Reappointment  form  available  from 
the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800,  or 
your  former  departmental  personnel  representative. 

Reinstatement,  By  reinstatement,  an  employee  returns  to  a vacant  position  in  a former  class  in 
which  the  probationary  period  was  completed  in  the  same  or  another  department.  This  process 
requires  the  advance  approval  of  both  your  current  and  prospective  department  heads. 

An  employee  serving  a promotive  probationary  period  may  be  reinstated  to  a vacant  position  in  any 
former  class  in  which  the  probationary  period  has  been  completed  upon  the  employee's  written 
request,  with  the  approval  of  the  Human  Resources  Director,  Department  of  Human  Resources. 

If  you  are  interested  in  reinstatement,  complete  a Request  for  Reinstatement  form  available  from 
the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  557-4800. 


Additional  Employment 

Additional  or  outside  part-time  employment  for  full-time  employees  is  permitted  under  certain 
conditions  and  requires  the  written  approval  of  the  employee's  department,  or  the  Department  of 
Human  Resources.  Outside  employment  must  not  interfere  with  an  employee's  regular  City  and 
County  job  and  cannot  exceed  twenty  (20)  hours  per  week. 

For  more  information  or  forms  for  applying  for  permission  to  engage  in  outside  employment, 
consult  your  departmental  personnel  representative. 
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TRAINING  AND  DEVELOPMENT 
Tuition  Reimbursement 

Limited  funds  are  allocated  for  tuition  assistance  to  permanent  employees  who  are  improving 
current  job  skills  or  preparing  for  promotion,  and  whose  classifications  are  covered  by  specific 
labor  contract  provisions  for  reimbursement.  Request  a Tuition  Reimbursement  Form  from  your 
departmental  personnel  representative  or  contact  the  Department  of  Human  Resources,  Employee 
Relations  Division,  Compensation  Unit,  44  Gough  Street,  telephone  557-4990. 

Management  and  Employee  Development  and  Training 

The  Department  of  Human  Resources  offers  training  programs  for  staff  in  all  City  and  County 
departments.  Workshops  are  offered  throughout  the  year  on  a variety  of  topics.  Contact  the 
Department  of  Human  Resources,  Management  and  Employee  Development  Division,  44  Gough 
Street,  telephone  557-4968,  for  a listing  of  current  workshops  as  well  as  scheduling  information. 


EMPLOYEE  ASSISTANCE  PROGRAM  (E.A.P.) 

The  City  and  County  provides  confidential  information  and  referral  services  for  City  and  County 
employees  and  their  families  through  the  Employee  Assistance  Program  (E.A.P.),  1360  Mission 
Street,  4th  Floor,  telephone  554-9580. 

E.A.P. 's  licensed,  professional  staff  provides  bilingual  information  and  referrals,  and  group  and 
one-to-one  counseling  on  job  and  personal  crises,  substance  abuse,  marital  and  family  problems, 
emotional  stress  and  other  matters. 

CREDIT  UNIONS 


As  a City  employee,  you  are  eligible  to  join  one  of  the  following  Credit  Unions  for  savings,  low 
cost  loans  through  payroll  deduction  and  other  services.  Call  the  appropriate  Credit  Union  for 
further  information: 


City  and  County  Employees'  Credit  Union 

775-5377 

Firefighters  Credit  Union 

553-5900 

Police  Credit  Union 

564-3800 

Municipal  Railway  Employees'  Federal  Credit  Union 

469-8840 

Muni  Shop  Credit  Union 

648-2828 

Recreation  and  Park  Federal  Credit  Union 

661-4652 
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COMBINED  CHARITIES  CAMPAIGN 

The  City  and  County  sponsors  an  annual  Combined  Charities  Campaign  that  encourages  employee 
contributions  to  your  choice  of  several  local  charitable  foundations.  For  more  information,  contact 
your  departmental  personnel  or  payroll  office. 
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SAFETY  ON  THE  JOB 


Safety  is  everybody's  job.  Be  alert  at  all  times  to  safety  hazards.  If  you  see  an  unsafe  act  or 
condition,  either  correct  it  yourself,  if  it  safe  to  do  so.  or  report  it  to  vour 
supervisor. 

Remember  that  accidents  don't  just  happen-people  cause  them.  There  is  no  job  so  important  that 
time  cannot  be  taken  to  do  it  safely.  What  may  seem  like  a shortcut  might  cost  you  long  weeks  in 
the  hospital.  For  reasons  of  safety,  employees  are  to  wear  clothing  and  footwear  appropriate  to  the 
type  of  work  being  performed. 

Do  not  engage  in  playful  activities  that  might  result  in  injury  to  you  or  others. 

Your  department  has  a written  Illness  and  Injury  Prevention  Program  that  includes  employee 
instruction  and  training,  periodic  inspections,  and  correction  of  unsafe  conditions. 


ON-THE-JOB  INJURY  AND  WORKERS’  COMPENSATION 

The  Department  of  Human  Resources  administers  the  benefit  provisions  of  the  Workers' 

Compensation  Laws  of  the  State  of  California  through  its  Workers'  Compensation  Division.  These 

benefits  cover  ALL  City  and  County  employees,  including  those  of  the  Community  College  and 

Unified  School  District  - both  temporary  and  permanent. 

Reporting  Your  Injury 

1 . Prompt  reporting  assures  that  your  injury  will  receive  adequate  medical  attention  and  that  other 
applicable  benefits  will  be  provided  on  a timely  basis. 

2.  If  you  are  injured  at  work  or  because  of  your  work,  you  are  required  to  report  the  injury  to  your 
immediate  supervisor  at  once,  or  no  later  than  the  end  of  your  scheduled  work  shift. 

3.  Your  immediate  supervisor  must  be  notified  of  any  industrial  incident  and  will  be  responsible 
for  following  through  on  further  reporting  requirements. 

4.  The  supervisor  is  required  to  provide  you  with  an  Employee's  Claim  for  Workers' 
Compensation  Benefits  within  24  hours  of  your  reporting  of  any  injury.  Please  complete  the 
form  and  return  it  immediately  to  your  supervisor.  Your  supervisor  will  provide  you  with  a 
dated  copy  of  the  form. 
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5.  California  law  requires  an  employer  to  report  within  five  (5)  days  every  industrial  injury  or 
occupational  disease  which:  (a)  results  in  lost  time  beyond  the  day  of  injury,  or  (b)  requires 
medical  treatment  other  than  first  aid. 

Medical  Treatment 

If  you  need  medical  care  for  a work-related  injury  during  regular  work  hours,  go  to  the  Treatment 
Center  at  S.F.  General  Hospital  or  the  International  Airport  Medical  Center.  You  will  find  the 
Treatment  Centers  locations  and  hours  of  operations  at  the  end  of  this  Chapter. 

If  you  sustain  work-related  injuries  after  regular  working  hours  or  on  weekends,  report  to  the 
UCSF/Mount  Zion  Emergency  Department,  located  on  Sutter  Street  between  Divisadero  and  Scott 
Streets. 

In  case  of  severe  traumatic  injury  requiring  immediate  medical  assistance,  call  Emergency  Services 
(911).  If  you  are  outside  San  Francisco,  go  to  the  nearest  Emergency  Hospital  for  treatment;  notify 
your  supervisor  as  soon  as  possible. 

If  you  are  an  employee  of  San  Francisco  General  Hospital,  go  directly  to  the  Hospital's  emergency 
service  or  employee  health  center  as  directed  by  your  supervisor. 

The  Department  of  Human  Resources  does  not  accept  liability  for  the  expense  of  medical  treatment 
obtained  elsewhere  through  your  choice  unless:  (1)  there  is  a valid  emergency,  (2)  special 

authorization  has  been  obtained  from  the  Workers'  Compensation  Division  for  outside  treatment,  or 
(3)  you  have  a letter  on  file  with  the  Workers'  Compensation  Division,  indicating  the  name  and 
address  of  your  personal  physician  as  pre-designated  for  this  purpose. 

Temporary  Disability  Benefits 

Temporary  disability  benefits  are  paid  in  accordance  with  schedules  set  by  State  law.  These 
benefits  are  generally  less  than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  department's  payroll  section  for  supplemental  sick  pay  benefits 
authorized  in  the  Memorandum  of  Understanding  for  your  bargaining  unit  to  make  up  the 
difference  between  your  normal  salary  and  the  amount  paid  to  you  in  Workers'  Compensation 
benefits.  The  extent  to  which  this  is  possible  will  depend  on  the  amount  of  your  accumulated  sick 
leave. 

Further  Assistance 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of  Workers'  Compensation  benefits. 
The  Workers’  Compensation  Division  has  the  responsibility  for  the  administration  of  benefits  for 
employees  injured  in  the  course  of  employment.  If  any  questions  arise  with  the  handling  of  your 
claim  for  Workers'  Compensation  Benefits,  call  554-1777. 
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For  additional  information,  you  may  contact  the  Information  and  Assistance  Officer  of  the  State 
Division  of  Industrial  Accidents  by  calling  1-800-736-7401. 

WORKERS’  COMPENSATION  MEDICAL  TREATMENT  FACILITIES 

All  employees,  all  departments,  open  7:30  a.m.  to  5:00  p.m.  Monday  through  Friday: 

San  Francisco  General  Hospital  Occupational  Health  Service  Clinic 

1001  Potrero  Avenue 

SFGH  Building  9,  Second  Floor 

Telephone  206-8998 

San  Francisco  International  Airport  Medical  Center 
International  Terminal,  Ground  Level  , 

San  Francisco  International  Airport 

All  employees  requiring  treatment  after  5:00  p.m.  or  on  the  weekend  should  report  to  the 
Emergency  Department  at  UCSF/Mt.  Zion  Hospital,  on  Sutter  Street  between  Divisadero>and  Scott. 
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EMPLOYEE  OBLIGATIONS 


Integrity  on  the  Job 

City  and  County  employees  may  not  participate  in  any  activity  or  enterprise  where  income,  profit 
or  other  gain  is  or  may  be  accrued;  that  could  reflect  on  the  honor  or  efficiency  of  the  City  and 
County  service;  or  is,  or  may  be  contrary  to  the  best  interests  of  the  City  and  County. 


Employment  Verification 

When  providing  information  for  the  purpose  of  verifying  your  employment,  list  your  department  as 
the  employer,  not  the  City  and  County  of  San  Francisco.  If  you  list  your  employer  as  "City  and 
County  of  San  Francisco"  or  "San  Francisco  Civil  Service,"  there  will  be  a delay  in  verification  of 
employment.  Consider  each  City  and  County  department  you  worked  for  as  a separate  employer 
for  verification  purposes.  Be  certain  that  a separate  request  to  verify  your  employment  goes  to  each 
department  where  you  have  worked. 


Work  Site  Security 

To  prevent  and  discourage  unauthorized  access  to  your  work  site,  do  not  leave  your  office  area 
unattended.  Do  not  prop  open  doors  or  windows  that  are  normally  kept  locked.  Lock  all  office 
doors  after  business  hours  or  when  you  leave.  Prevent  and  discourage  theft  by  securing  your 
valuables. 

Keys  may  not  be  duplicated  without  permission.  Do  not  lend  keys  and  report  all  lost  keys.  Return 
keys  upon  permanent  separation  or  absence  over  thirty  days. 


No-Smoking  Enforcement 

There  is  no  smoking  allowed  in  City  and  County  offices. 
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Drug  Free  Workplace  Notice  (DHR-642  12/97) 

It  is  unlawful  to  manufacture,  distribute,  dispense,  possess,  or  use  a controlled  substance  in 
the  workplace.  Any  employee  violating  this  prohibition  shall  be  subject  to  discipline  up  to 
and  including  termination  and/or  will  be  required  to  complete  a drug-abuse  education, 
treatment  or  rehabilitation  program. 

Each  employee  engaged  in  activities  funded  by  Federal  grant  must  notify  the  department 
head  of  any  criminal  drug  statute  conviction  for  a violation  occurring  in  the  workplace  no 
later  than  five  (5)  days  after  such  conviction. 

Information  is  available  from  the  Employee  Assistance  Program  (EAP)  about  the  dangers  of 
drug  abuse  and  the  availability  of  drug  counseling  and  rehabilitation  services.  EAP’s 
telephone  number  is  (415)  554-9580. 


Charter  Provisions  Relating  to  Disciplinary  Action  Against  Striking  Employees 
Other  than  Members  of  the  Police  and  Fire  Department 

This  Charter  Section  was  passed  by  the  electorate  on  November  2,  1976.  The  impetus  for  the 
passage  of  this  Charter  section  was  the  public's  dissatisfaction  with  the  38-day  strike  by  certain 
segments  of  the  City  and  County's  work  force.  It  was  the  public's  intention  to  require  dismissal  of 
any  striking  employee. 

The  section  establishes  a committee  of  five  (5)  members  - the  presidents  of  the  Civil  Service, 
Public  Utilities,  Airport,  Fire,  and  Police  Commissions  - to  carry  out  the  dismissals. 

Significantly,  Charter  Section  A8.346  removes  any  discretionary  ability  from  the  Mayor's  Office, 
Board  of  Supervisors,  Civil  Service  Commission,  department  heads,  etc.,  in  processing  the 
disciplinary  penalties  against  striking  employees  if  they  have  engaged  in  any  form  of  job  action 
including: 

"...The  willful  failure  to  report  for  duty , the  willful  absence  from  one's  position , any- 
concerted  stoppages  or  slowdown  of  work , any  concerted  interruption  of  operations  or 
services  by  employees , or  the  willful  abstinence  in  whole  or  in  part from  the  full ',  faithful ',  and 
proper  performance  of  the  duties  of  employment , for  the  purpose  of  inducing , influencing,  or 
coercing  a change  in  the  conditions  of  employment.. " 

The  Charter  provisions  also  indicates  that  "...No  officer,  board,  commission,  or  committee  of 
the  City  and  County  of  San  Francisco  shall  have  the  power  to  grant  amnesty  to  any  person 
who  has  violated  any  of  the  provisions  of  this  section,  and  such  officer  or  bodies  shall  not 
grant  amnesty  to  any  person  who  has  violated  any  of  the  provisions  of  this  section... " 
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A number  of  employees  have  asked  whether  Section  A8.346  remains  legally  enforceable  in  light  of 
a case  holding  that  certain  public  employee  strikes  are  not  per  se  illegal  under  State  law.  The  City 
Attorney  informs  us  that  the  case,  Los  Angeles  County  Sanitation  Dist.  No.  2 v.  Los  Angeles 
County  Employees  Association,  does  not  affect  Charter  prohibitions  on  strikes.  Therefore,  Section 
A8.346  remains  enforceable. 


If  You  Suspect  Improper  or  Criminal  Activity  on  the  Job 

As  a City  and  County  employee,  you  have  a duty  to  report  any  incidents  of  improper  or  illegal 
activity  involving  your  department  or  another  City  and  County  department.  Never  confront  an 
employee  whom  you  suspect  is  involved  in  illegal  or  criminal  activity.  Discuss  the  matter  with 
your  supervisor  or  departmental  personnel  representative. 

Ethics  Commission 

The  San  Francisco  Ethics  Commission  investigates  improper  Government  activities.  The  identity 
of  persons  reporting  alleged  improper  government  activities  is  kept  confidential  to  the  extent 
necessary  to  conduct  an  adequate  investigation.  To  contact  the  Ethics  Commission,  call  554-6464. 


Use  of  City  and  County  Property  for  Business  Purposes  Only 

All  City  and  County  equipment,  devices  and  materials  (e.g.,  photocopier,  telephones,  computers, 
stationery,  etc.)  must  be  used  only  for  conducting  City  and  County  business.  Use  of  City  and 
County  property  for  personal  or  private  purposes,  or  employee  organization  business,  is  strictly 
prohibited. 


Computers  and  Data  Information  Systems 

City  and  County  employees  with  access  to  computer  files  and  records  may  not  release  or 
disseminate  information  to  others  without  authorization.  The  release  or  dissemination  of  such 
material  may  constitute  an  invasion  of  privacy,  and  may  be  grounds  for  disciplinary  action  and 
termination. 

The  use  of  unauthorized  programs  and  copies  of  commercial  software  packages  is  prohibited. 
Computer  programs  utilized  by  the  City  and  County  may  not  be  duplicated  or  altered  for  personal 
use.  Do  not  use  computers,  printers  or  information  systems  for  personal  business  or  entertainment. 
Keep  your  log-on  password  confidential. 
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Telephones 

Telephones  are  an  essential  part  of  conducting  business.  Proper  usage  is  important,  since  the 
impression  that  people  have  of  City  and  County  government  is  influenced  by  their  contact  with  you 
over  the  telephone. 

When  receiving  calls,  always; 

1 . Answer  promptly.  (Try  to  answer  by  the  third  ring.) 

2.  Identify  the  department  or  specific  office. 

3.  Do  not  place  a person  on  "hold"  for  a long  period  of  time. 

4.  Offer  to  take  a message  if  the  person  called  is  not  available. 

5.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1 . Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  brief. 

4.  Be  polite  and  friendly. 

Other  points  to  remember:  1)  It  is  a courteous  practice  and  good  business  sense  to  return  all  of  your 
calls  promptly;  2)  If  you  dial  a wrong  number  out  of  your  local  calling  area,  report  it  to  the 
Operator  immediately  in  order  to  remove  charges;  3)  Refer  solicitation  calls  to  your  supervisor. 


Facsimile  (FAX)  Machines 

Facsimile  (FAX)  lines  must  be  used  only  for  conducting  City  and  County  business. 


Photocopy  Machines 

In  order  to  conserve  paper,  City  and  County  employees  must  use  two-sided  copying  whenever 
possible.  The  use  of  office  photocopying  equipment  is  limited  to  City  and  County  business. 


Recycling  Office  Paper 

Recycling  saves  natural  resources,  reduces  disposal  costs,  and  it  is  required  by  local  and  State  law. 
In  1988,  the  Board  of  Supervisors  unanimously  adopted  a resolution  making  office  paper  recycling 
a policy  of  the  highest  priority.  In  1992,  the  Board  reaffirmed  the  City’s  commitment  to  waste 
reduction  by  passing  the  Resources  Conservation  Ordinance  that  directs  all  City  departments  to 
reduce  their  waste  and  establishes  preferential  criteria  for  purchasing  recycled  products.  In  1989, 
State  law  (AB939)  was  passed  which  mandated  all  Cities  and  Counties  to  reduce  their  waste  by 
50%  by  the  year  2000  or  face  fines  of  up  to  $10,000  per  day. 
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Take  part  in  the  City’s  recycling  efforts.  The  San  Francisco  Recycling  Program  provides  recycling 
bins  to  all  City  offices.  Most  offices  recycle  white  and  computer  paper  in  centralized  containers 
that  employees  fill  from  desk-side  bins.  Some  large  City  office  buildings  also  recycle  mixed  paper 
from  desk  side  waste  paper  baskets  and  employees  take  their  garbage  to  centralized  garbage  cans. 
Additional  materials  such  as  bottles,  cans,  corrugated  cardboard,  pallets,  and  metals  are  recycled 
from  certain  facilities.  The  City  Government  Recycling  Coordinator  is  available  to  assist  your 
department  in  finding  ways  to  recycle  more  and  waste  less.  To  request  recycling  bins,  or  if  you 
have  questions  about  the  recycling  program  in  your  department  call  554-3400. 


Your  Responsibilities  in  Case  of  Emergency 

If  a local  emergency  is  proclaimed  by  the  Mayor  or  an  authorized  City  and  County  official  because 
of  an  actual  or  threatened  disaster  such  as  earthquake,  fire,  riot,  etc.,  City  and  County  employees 
may  be  required  to  provide  services  during  the  emergency  and  subsequent  period  of  assessment  and 
recovery. 


Use  of  Public  Transportation 

City  and  County  employees  are  encouraged  to  use  public  transit— not  only  for  the  journey  between 
home  and  work,  but  also  during  the  course  of  the  business  day.  San  Francisco  Municipal  Railway 
(MUNI)  offers  frequent  service  in  the  City  and  County  on  its  buses,  streetcars  and  cable  cars. 
Although  a City  and  County  automobile  may  be  available  for  your  use,  congestion  and  parking 
usually  make  MUNI  a more  convenient  way  to  travel. 

Call  MUNl's  Telephone  Information  Center  at  (415)  673-MUNI  for  the  latest  information  on  fares 
and  schedules,  or  call  (415)  923-6336  for  computerized  schedule  information. 


Improving  the  Quality  of  Your  Workplace 

Be  conscientious  about  the  public's  and  clients’  perceptions  of  your  activities  and  your  work 
environment.  For  example,  keep  your  office  area  tidy.  Do  your  part  in  maintaining  a clean  and 
orderly  work  space,  particularly  if  you  have  interaction  with  the  public. 

If  you  are  on  break,  a member  of  the  public  may  not  know  this,  therefore  do  not,  for  example,  read 
newspapers  or  magazines  at  your  desk  or  eat  your  lunch  in  a high  visibility  area.  Keep  non- 
business visitors  and  personal  visiting  to  an  absolute  minimum. 

Improve  the  quality  of  your  workplace  by  striving  to  maintain  high  standards  and  providing  the  best 
service  possible. 
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APPENDIX 


DEPARTMENT  OF  HUMAN  RESOURCES  PUBLICATION  SERIES 

The  following  informational  pamphlets  may  be  picked  up  at  the  Human  Resources  Information 
Center  at  44  Gough  Street,  lobby  level,  telephone  557-4800.  Call  the  office  for  availability. 
Pamphlets  will  be  mailed  if  you  provide  a self-addressed  business-size  envelope  with  appropriate 
postage.  Class  specifications  ("job  specs")  will  be  mailed  only  if  accompanied  by  a self-addressed 
business  size  envelope  with  appropriate  postage.  Call  the  Human  Resources  Information  Center  at 
557-4800  for  postage  and  photocopying  rates. 


Pamphlets 


How  to  Get  a Job  with  the  City  and  County  of  San  Francisco 
Important  Employment  Information 
Applicant  Information:  Veterans’  Preference 
Applicant  Information:  Arrest  and  Conviction  Policy 
Applicant  Information:  Education 

Rule  1 5 Program  (Exempt  Employment  of  Individuals  Who  Are  Severely  Disabled) 
(Previously  Known  as  Rule  34) 

Federal  Immigration  & Naturalization  Service  Requirements 

A Gift  of  Time  (Transfer  of  Sick  Leave  and/or  Vacation  Credits  to  Catastrophically  111 
Employees) 

Layoff  and  Involuntary  Leave  of  Absence  Information 
The  Referral  Process 

Your  Rights  Under  the  ADA  in  Employment  with  the  City  & County  of  San  Francisco 
How  to  File  a Discrimination  Complaint 
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As  you  begin  your  career  or  promote  to  a higher  level  position  within  the  City  and  County, 
remember  that  regardless  of  where  you  work  or  the  nature  of  your  job  assignment,  how  you  do 
your  job  will  affect  the  way  that  the  public  views  our  City.  Do  your  job  well! 

Please  take  the  time  to  read  this  Employee  Handbook.  We  have  prepared  it  to  give  you 
important  information  on  the  City  and  County’s  commitment  to  diversity,  our  policies  on  work 
schedules,  safety  on  the  job,  and  your  obligations  as  an  employee.  It  also  provides  you  with  the 
basics  about  your  health  care  and  retirement  benefits,  salary  administration,  pay  periods, 
holidays,  and  the  civil  service  system. 

The  City’s  human  resource  staff  is  here  to  help  you  with  your  employment-related  questions.  If 
you  need  further  information,  contact  the  appropriate  DHR  Division/Unit  as  identified  in  this 
Handbook.  Alternatively,  you  may  find  it  more  convenient  to  contact  your  departmental 
personnel  officer. 

Working  for  the  City  and  County  of  San  Francisco  is  a privilege  and  an  opportunity.  Along  with 
this  privilege,  comes  the  responsibility  for  carrying  out  our  duties  in  a manner  that  is  consistent 
with  the  highest  standards.  I encourage  you  to  consistently  strive  for  excellence  in  your  new  role 
and  to  support  your  fellow  employees  in  raising  their  performance  level.  Working  together,  one 
step  at  a time,  we  can  make  a positive  difference. 


Sincerely, 


Andrea  R.  Gourdine 
Human  Resources  Director 


44  Gough  Street,  Son  Francisco,  CR  94103-1233 
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INTRODUCTION 


The  Employee  Handbook  has  a dual  role:  educating  employees  who  are  new  to  the  City  and 
County  service  and  serving  as  a resource  for  current  employees.  The  Handbook  contains 
information  on  current  personnel  rules,  policies,  procedures,  services  and  benefits,  and  is  to  be 
used  as  a basic  reference  guide. 

While  every  attempt  has  been  made  to  cover  a variety  of  topics  and  ensure  accuracy  of 
information,  the  Handbook  may  not  be  entirely  comprehensive.  If  there  is  a discrepancy  or 
omission,  the  current  official  ordinance,  regulation,  Civil  Service  Commission  Rule,  your 
department's  policy  or  respective  collective  bargaining  agreement  governs. 

“This  version  of  the  Handbook  supercedes  all  prior  versions.  ” The  City  and  County  of  San 
Francisco  reserves  the  right  to  change  or  modify  the  terms  and  conditions  set  forth  in  this 
Handbook.  The  provisions  of  this  Handbook  do  not  constitute  a contract  of  employment. 
Property  or  other  rights  in  employment  are  governed  by  various  labor  agreements,  applicable 
Charter  provisions,  City  and  County  ordinances,  and  Civil  Service  Commission  Rules. 

Your  departmental  personnel  officer  will  be  able  to  help  you  in  the  event  that  you  need  more 
information  about  any  of  the  topics  presented. 
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VALUING  DIVERSITY  IN  THE  WORKPLACE 

Valuing  diversity  in  the  workplace  is  all  about  learning  to  work  with  one  another  on  the  job.  The 
City  and  County  of  San  Francisco  has  strictly-enforced  policies  that  protect  your  rights  and  the 
rights  of  your  co-workers  on  diversity  issues. 

Policy  on  Equal  Employment  Opportunity 

The  City  and  County  of  San  Francisco  is  committed  to  equal  employment.  It  is  the  policy  of  the 
City  and  County  to  ensure: 

> equal  opportunity  to  all  persons  in  or  seeking  employment  in  City  and  County  service; 

> that  selection  of  employees  to  positions  within  the  City  and  County  be  made  on  the  basis 
of  merit  and  fitness  without  discrimination; 

> that  continuing  programs  be  maintained  to  provide  equal  employment  opportunities  to  all 
persons  with  disabilities  to  achieve  meaningful  employment  at  all  levels. 

Vigorous  enforcement  of  the  laws  against  discrimination  will  be  carried  out  at  every  level  of 
each  department  to  ensure  that  all  persons,  regardless  of  race,  religion,  sex,  national  origin, 
ethnicity,  age,  physical  or  mental  disability,  political  affiliation,  sexual  orientation,  ancestry, 
marital  status,  color,  medical  condition  (i.e.,  cancer  or  cancer  related  illness;  HIV/AIDS  or 
related  conditions),  genetic  characteristics  (e.g.,  non-symptomatic  carriers  of  inheritable 
diseases,),  gender  identity,  parental  status,  domestic  partner  status,  veteran  status  or  any  other 
basis  protected  by  law  will  have  equal  employment  opportunities  in  the  City  and  County  service. 

The  City  and  County  will  provide  reasonable  accommodation  for  the  known  physical  or  mental 
disability  of  a qualified  employee  or  applicant,  unless  to  do  so  would  pose  an  undue  hardship  or 
direct  threat  to  the  health  or  safety  of  others. 

Policy  Prohibiting  Harassment 

Harassment  of  City  and  County  employees  on  the  basis  of  sex,  race,  religion,  color,  national 
origin,  ancestry,  disability,  medical  condition,  marital  status,  sexual  orientation,  or  other 
protected  category  is  prohibited  by  the  San  Francisco  Administrative  code  and  other  laws.  This 
includes  sexual  harassment,  which  consists  of  unwelcome  and  unsolicited  sexual  conduct, 
including  overtures,  advances,  and  other  sexually  harassing  verbal  or  physical  conduct.  Sexual 
harassment  also  includes  visual  forms  of  harassment  such  as  sexually  explicit  posters,  graffiti  or 
other  written  documents  containing  sexually  offensive  information. 

These  are  some  examples  of  harassment: 

x-  verbal  harassment  (e.g.,  epithets,  derogatory  comments  or  slurs); 

physical  harassment  (e.g.,  assault,  impeding  or  blocking  movement,  gestures  or  any 
physical  interference  with  normal  work  or  movements); 

r ■ visual  forms  of  harassment  (e.g.,  derogatory  posters,  letters,  poems,  graffiti,  cartoons  or 
drawings);  or 

x-  requests  for  sexual  favors  or  unwanted  sexual  advances. 
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How  to  Get  Help: 

If  you  feel  you  are  being  harassed  on  the  basis  of  any  of  these  categories,  you  should  inform  your 
supervisor  or  other  responsible  officer  immediately.  If  you  do  not  want  to  tell  your  supervisor, 
contact  your  departmental  personnel  office,  or  the  Department  of  Human  Resources. 

Responsibility  for  responding  to  and  reporting  harassment: 

Supervisory  employees  are  required  to  take  corrective  action  if  employees  are  being  subjected  to 
sexual  harassment.  Departments  are  required  to  report  all  complaints  of  sexual  harassment  to  the 
Human  Resources  Director.  City  officials  or  employees  who  are  found  to  engage  in  harassment 
are  subject  to  disciplinary  action,  up  to  and  including  termination. 

The  laws  and  policies  governing  complaints  by  City  and  County  employees  forbid  retaliation 
against  any  employee  for  making  a good-faith  complaint  of  discrimination  or  harassment. 

Harassment  Helpline 

The  Discrimination  Complaint  Procedure  provides  an  avenue  for  investigating  and  resolving 
allegations  of  sexual  harassment,  other  types  of  prohibited  harassment,  and  discrimination.  For 
information  and  assistance  on  the  complaint  procedure,  you  may  call  the  DHR  Harassment 
Helpline  at  (415)557-4900. 

Policy  on  Language  Diversity 

The  Civil  Service  Commission  recognizes  that  the  cultural  and  racial  composition  of  San 
Francisco  and  its  work  force  is  rapidly  changing.  Therefore,  the  City  and  County  has  established 
a policy  protecting  employees’  use  of  a language  other  than  English  in  the  workplace. 

A department  may  limit  the  use  of  languages  other  than  English  only  when  necessary.  In  such 
cases,  employees  will  be  informed  of  the  rule,  including  where  and  when  it  applies  and  the 
consequences  for  violating  it. 

Policy  on  Equal  Opportunity  for  Individuals  with  Disabilities 

The  City  and  County  of  San  Francisco  is  firmly  committed  to  equal  opportunity  for  persons  with 
disabilities  in  compliance  with  the  Americans  with  Disabilities  Act  of  1990  (ADA)  and 
corresponding  state  law.  The  law  prohibits  discrimination  against  persons  with  disabilities  in  the 
application  process  and  in  all  phases  of  employment  and  requires  that  qualified  individuals  be 
provided  with  reasonable  accommodation  to  perform  the  essential  functions  of  their  jobs  and  to 
enable  them  to  enjoy  equal  benefits  and  privileges  of  employment. 

If  you  have  a disability  and  you  feel  you  need  an  accommodation,  inform  your  supervisor, 
departmental  personnel  officer,  or  reasonable  accommodation  coordinator  immediately. 

Requests  for  accommodation  will  be  evaluated  on  a case  by  case  basis.  If  you  request  an 
accommodation,  it  is  essential  that  you  participate  fully  in  the  interactive  process  by  which 
accommodations  are  evaluated.  This  participation  may  include,  but  is  not  limited  to,  providing 
medical  documentation  for  your  need  for  accommodation,  meeting  with  specialists,  and 
providing  feedback  on  accommodations  proposed  by  your  department. 
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Rule  1 15  - Rules  Related  to  the  Employment  of  Persons  with  Disabilities 

CSC  Rule  115  provides  a process  for  individuals  who  are  severely  disabled  to  become  permanent 
City  and  County  employees  without  going  through  the  Civil  Service  Commission  exam  process; 
this  alternative  is  sometimes  called  the  “Rule  1 1 5 Program.”  This  rule  is  not  intended  to 
preclude  employment  of  individuals  who  are  severely  disabled  through  regular  examination 
processes  or  from  provisional  appointment. 

An  informational  pamphlet  entitled  “Rule  1 1 5 Program”  is  available  from  the  Department  of 
Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  (415)  557-4800. 
For  more  information,  you  may  contact  Equal  Employment  Opportunity  by  telephone  at 
(415)  557-4832  or  at  (415)  775-9484  (TDD)  if  you  have  a hearing  impairment. 

Equal  Employment  Opportunity  Unit 

The  Department  of  Human  Resources  Equal  Employment  Opportunity  Unit  works  to  ensure 
equal  employment  opportunities  of  all  individuals  within  the  City  and  County  of  San  Francisco 
service  administers  EEO  programs,  and  investigates  complaints  of  employment  discrimination. 

If  you  feel  that  your  rights  have  been  violated,  you  may  call  the  Equal  Employment  Opportunity 
Division  for  information  and  assistance  at  (415)  557-4832  or  at  (415)  775-9484  (TDD)  if  you 
have  a hearing  impairment. 


INFORMATION  ABOUT  CITY  AND  COUNTY  EMPLOYMENT 

Job  Opportunities 

The  Department  of  Human  Resources  Information  Center  offers  a wide  variety  of  information  for 
both  applicants  and  City  employees.  Job  examination  announcement  bulletin  boards  are  located  at 
the  address  below.  Announcements  for  temporary  jobs  and  transfer  opportunities  citywide  are  also 
posted  on  these  bulletin  boards. 

Information  and  Publications 

The  Department  of  Human  Resources  Information  Center  also  has  available  position  classification 
information,  important  information  pamphlets  and  reference  materials  on  examination-related  issues 
and  other  employment  topics. 

Department  of  Human  Resources  Information  Center 
44  Gough  Street,  First  Floor  Lobby 

Telephone  (415)  557-4800  or  (415)  775-9484  (TDD  - Hearing-Impaired) 
www.sfgov.org/dhr 


Classification 

Positions  in  the  City  and  County  have  been  classified  by  the  Department  of  Human  Resources 
according  to  their  duties  and  responsibilities.  Positions  that  are  comparable  in  the  type  of  work 
performed  and  in  level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so  that  they  will 
be  treated  alike  for  recruitment,  examination,  transfer  and  pay. 
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The  Department  of  Human  Resources  assigns  positions  to  classifications.  Each  classification  has  a 
job  code  number  and  descriptive  title,  as  well  as  a list  of  typical  duties  and  responsibilities. 

You  may  obtain  detailed  information  about  position  classification  from  your  departmental  personnel 
officer. 

Salary  Step  Increases 

(l)When  you  are  initially  employed,  your  salary  is  generally  set  at  the  first  step  of  a typical  five-step 
pay  range.  (2)  Each  step  is  approximately  5%  higher  than  the  previous  step.  (3)  Check  your 
applicable  collective  bargaining  agreement  for  the  specific  terms  covering  the  advancement  through 
the  salary  steps. 

Appointment  Above  the  Entrance  Rate 

The  criteria  for  hiring  employees  above  the  entry  step  of  a classification  are  provided  in 
collective  bargaining  agreements  or  the  unrepresented  ordinance. 

Contact  your  departmental  personnel  officer  or  payroll  representative  or  the  Department  of 
Human  Resources,  Compensation  Program  of  the  Employee  Relations  Division  at 
(415)  557-4990  for  assistance. 

Examinations 

The  City  and  County  of  San  Francisco  is  dedicated  to  recruiting  and  hiring  fairly  and  on  the  basis 
of  merit.  In  furtherance  of  this  goal,  the  majority  of  City  and  County  jobs  are  filled  through  the 
civil  service  examination  process.  Open  positions  for  which  examinations  are  being  given  are 
announced  on  a weekly  basis.  Each  announcement  will  state  the  minimum  qualifications  you 
must  have  to  take  the  examination  as  well  as  the  deadline  for  applying. 

Responsibilities  of  Applicants 

Applications  must  be  filed  by  the  time  specified  in  the  announcement.  It  is  essential  to  be  honest  in 
filling  out  applications.  False  statements  on  an  application  or  supporting  documents  can  lead  to 
termination  of  employment  and  restriction  on  future  employment  with  the  City  and  County  of 
San  Francisco. 

If  your  address  and/or  telephone  number  changes  while  your  application  for  an  examination  is 
pending,  you  must  immediately  notify  the  Department  of  Human  Resources,  Merit  System 
Services  in  writing  at  44  Gough  Street,  San  Francisco,  CA  94103.  Your  letter  or  change  of 
address  form  should  state  the  job  code  number  and  title  of  the  position  for  which  you  applied. 

If  you  legally  change  your  name,  you  should  notify  Merit  System  Services  at  the  above  address 
and  provide  copies  of  documents  verifying  the  name  change. 

Examinations  are  given  on  an  Entrance,  Promotional,  or  combination  Entrance  and  Promotional 
basis: 
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Entrance  (Open)  Examinations 

All  candidates  compete  on  the  same  basis  for  certain  positions.  Promotive  points  are  not  calculated 
for  current  permanent  employees  taking  entrance  examinations. 

Promotional-Only  (Closed)  Examinations 

Only  certain  employees  of  the  City  and  County,  the  San  Francisco  Unified  School  District,  and  the 
San  Francisco  Community  College  District  are  eligible  to  compete  in  these  examinations.  The 
examination  announcement  will  specify  whether  or  not  the  examination  is  given  on  a promotive- 
only  basis. 

Combined  Entrance  and  Promotional  Examinations 

All  successful  candidates  are  normally  included  on  one  list  of  eligibles.  City  and  County  permanent 
employees  may  qualify  for  a maximum  of  sixty  additional  points  based  on  satisfactory  performance 
and  length  of  service  with  the  City. 

For  More  Information 

The  Exam  Hotline,  (415)  557-4888,  is  a 24-hour  recorded  message  that  announces  classes  for 
which  applications  are  being  accepted.  Since  examination  announcements  are  posted  on  Friday 
mornings,  the  recording  is  updated  every  Thursday  afternoon.  If  you  call  after  5:00  p.m.  on  a 
Thursday,  you  will  know  which  classes  will  be  open  for  filing  of  applications  on  the  next  day, 
Friday. 

Information  Job  Hotline  Telephone  Numbers 


Airport  Commission 

(415)  821-2562 

City  and  County  of  San  Francisco 

(415)557-4888 

City  College  of  San  Francisco 

(415)241-2349 

Emergency  Communication  Department 

(415)  558-3850 

Fire  Department 

(415)558-3428 

Housing  Authority 

(415) 554-1333 

MUNI 

(415)  554-6818 

Public  Health  Department 

(415)206-5317 

Public  Health  Department  (Nursing) 

(415)206-3739 

Public  Utilities  Commission 

(415)  554-1669 

Sheriffs  Department 

(415)  554-7000 

If  you  have  a hearing  disability  and  you  have  questions  regarding  the  examination  process,  you  may 
call  the  Department  of  Human  Resources  at  (415)  775-9484  (TDD). 
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APPOINTMENT,  REFERRAL,  AND  HIRE 

Types  of  Appointments 

Permanent 

Persons  who  have  competed  in  a civil  service  examination  and  are  appointed  from  a list  of 
eligibles  to  a permanent  position.  Permanent  employees  who  have  successfully  completed 
the  probationary  period  may  only  be  removed  for  cause. 

Temporary 

Persons  who  have  competed  in  a civil  service  examination  and  are  appointed  from  a list  of 
eligibles  to  a temporary  position. 

Exempt 

Persons  appointed  to  temporary  or  permanent  positions  exempted  from  being  filled  from 
eligible  lists  in  accordance  with  the  City  and  County  Charter.  Exempt  appointees  serve  at 
the  pleasure  of  the  appointing  officer. 

Provisional 

Provisional  appointments  are  made  when  qualified  eligibles  are  not  available.  The  just 
cause  rights  of  provisional  employees  are  described  in  the  Civil  Service  Rules  and 
applicable  collective  bargaining  agreements  between  the  City  and  various  unions.  To 
become  permanent,  provisional  employees  must  complete  a new  application,  take  a civil 
service  exam  and  be  selected  through  an  open,  competitive  process.  Accepting  a provisional 
appointment  gives  the  employee  no  right  or  preference  to  a permanent  appointment. 

The  Referral  Process 

A civil  service  examination  enables  the  City  and  County  to  compile  a list  of  qualified  persons 
eligible  for  employment.  Candidates  who  are  successful  in  an  examination  are  usually  ranked  on  an 
eligible  list  according  to  their  overall  scores  in  the  examination.  However,  the  Certification  Rule 
being  used  will  be  specified  on  the  examination  announcement,  from  Rule  of  Three,  to  potentially, 
Rule  of  the  List. 

When  you  receive  notice  that  your  name  has  been  “referred”  to  a civil  service  position,  carefully 
read  the  letter  and  follow  ALL  instructions.  If  you  do  not  respond  as  instructed  you  may  lose  your 
eligibility  for  employment. 

If  you  are  an  eligible  on  a civil  service  list  and  you  are  on,  or  will  be  assigned  to  active  military 
service,  you  must  contact  the  Department  of  Human  Resources  Referral  Office,  (415)  557-4827, 
before  or  after  your  discharge,  with  proof  of  military  service,  in  order  to  determine  your  eligibility 
to  be  referred  for  future  job  openings. 

If  you  change  your  address  and/or  telephone  number  and  you  are  an  eligible  on  a current  eligible 
list,  you  must  immediately  notify  the  Department  of  Human  Resources,  Referral  Office,  44  Gough 
Street,  San  Francisco,  CA  94103  by  submitting  a change  of  address  form  or  a letter  in  writing 
stating  the  job  code  number  and  class  title.  If  you  change  your  name,  you  must  submit  legal 
verification  documents  in  order  to  update  your  records.  If  you  fail  to  report  any  changes,  you  may 
not  receive  important  and  timely  information  regarding  your  eligibility  for  employment. 
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To  maintain  your  eligibility  on  a list,  you  must  continue  to  possess  the  minimum  qualifications  as 
specified  in  the  examination  announcement.  Should  you  no  longer  possess  qualifications  as 
required  on  the  examination  announcement,  you  will  be  restricted  from  being  “referred”  as  eligible 
for  possible  employment. 

Security  Clearance 

Prior  to  employment,  some  departments  may  require  a background  review  of  criminal  history, 
motor  vehicle  (driving)  record,  personnel  history  and  employment  records. 

Medical  Examination 

Depending  on  the  classification  you  are  to  be  employed  in,  you  may  be  required  to  pass  a medical 
examination,  including  drug  testing,  as  a condition  of  employment.  Most  medical  examinations  are 
conducted  by  the  Department  of  Public  Health,  San  Francisco  General  Hospital  Medical  Center, 
Occupational  Health  Service  (OHS)  located  in  Building  9,  2nd  floor  at  San  Francisco  General 
Hospital  at  Potrero  Avenue  and  22nd  Street. 

License  to  Drive 

If  your  job  duties  require  you  to  drive,  you  must  have  the  appropriate  licenses  and  maintain 
insurability  under  your  department's  automobile  liability  insurance  policy.  Only  employees  with  a 
valid  California  Driver  License  will  be  authorized  to  operate  a City  and  County  and/or  private 
vehicle.  The  City  and  County  will  use  the  State  Department  of  Motor  Vehicles'  Pull  Notice 
Program  to  obtain  information  about  employees  as  actions  appear  on  their  driving  records.  The  City 
and  County  will  base  driver-related  decisions  on  compliance  with  the  California  Vehicle  Code,  as 
well  as  the  City  and  County's  efforts  to  reduce  vehicular  accidents  and  exposure  to  liability. 

Criminal  Conviction  Policy 

Convictions  by  any  court,  including  a military  court,  must  be  listed  on  the  application  for 
employment.  A conviction  or  a traffic  offense  does  not  necessarily  preclude  employment  with  the 
City  and  County.  Each  case  is  given  individual  consideration  and  will  be  carefully  reviewed  by  the 
Department  of  Human  Resources.  A pamphlet  entitled  “Applicant  Information  Criminal 
Conviction  Policy”  is  available  from  the  Department  of  Human  Resources  Information  Center,  44 
Gough  Street,  lobby  level,  telephone  (415)  557-4800. 

Misrepresentation  of  information,  or  falsification  of  an  application  or  document,  may  lead  to 
removal  from  an  eligible  list,  termination  of  employment,  and/or  restriction  on  future  employment 
with  the  City  and  County. 

Fingerprinting 

It  is  mandatory  for  most  new  appointees  to  be  fingerprinted,  since  prints  are  used  to  research  and 
obtain  conviction  records  from  the  California  Department  of  Justice  and/or  Federal  Bureau  of 
Investigation. 
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REQUIREMENTS  AT  THE  TIME  OF  HIRE 

Social  Security  Number 

You  must  have  a Social  Security  number. 

Authorization  to  Work 

You  must  present  documents  to  verify  identity  and  authorization  to  work  in  the  United  States  as 
required  by  the  Immigration  Reform  Control  Act  of  1986.  Failure  to  provide  these  documents  may 
result  in  loss  of  eligibility.  Acceptable  verification  documents  are  listed  in  the  information  pamphlet 
entitled  “Federal  Immigration  and  Naturalization  Service  Requirements”  available  at  the 
Department  of  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone 
(415)557-4800. 

Oath  of  Office 

You  are  required  to  take  the  Oath  of  Office  as  specified  in  the  California  State  Constitution. 

Acknowledgements 

In  addition  to  the  No  Strike  Provision,  new  employees  may  be  required  to  sign  other 
acknowledgements,  such  as  the  harassment  policy  and  other  and  departmental  policies. 

No  Strike  Provision 

Unless  you  are  a uniformed  member  of  the  Police  or  Fire  departments,  or  an  employee  of  the 
Unified  School  District  or  the  Community  College  District,  you  will  be  required  to  sign  an 
acknowledgement  of  receipt  of  a copy  of  Charter  Section  A8.346  - Disciplinary  Action  Against 
Striking  Employees.  For  more  information,  see  the  “Employee  Obligations”  section  of  this 
Handbook. 

Union  Dues  or  Fees 

If  you  are  hired  in  a class  represented  by  an  organization  that  has  an  “Agency  Shop”  agreement  with 
the  City  and  County,  you  are  required  as  a condition  of  continued  employment  to  either  join  the 
employee  organization  or  pay  the  organization  a service  fee  in  an  amount  not  to  exceed  the  standard 
initiation  fee,  periodic  fees  and  general  assessments  of  that  organization.  For  more  information, 
contact  your  employee  organization  or  departmental  personnel  officer. 

Tax  Forms 

You  will  need  to  fill  out  a Withholding  Exemption  Certificate  (IRS  form  W-4),  which 
determines  the  amount  of  taxes  withheld  from  your  paycheck.  If  at  any  time  during  your 
employment  your  withholding  status  changes  (for  example,  if  you  marry,  divorce  or  purchase  a 
home),  you  should  fill  out  a new  W-4  form  to  ensure  that  the  proper  amount  is  withheld. 

Warrant(s)  Recipient  Designation 

You  are  required  to  complete  a warrant  recipient  form  at  the  time  of  hire. 
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AFTER  YOU  ARE  HIRED 


Attendance 

Regular  and  prompt  attendance  is  an  important  requirement  of  your  job.  When  a compelling  reason 
requires  your  absence  from  work,  you  must  request  permission  from  your  supervisor  in  advance.  If 
illness  or  some  other  emergency  causes  an  unplanned  absence,  you  must  notify  your  department  as 
soon  as  possible  on  the  first  day  of  absence,  as  well  as  keep  the  department  advised  daily  during  the 
absence.  As  determined  by  your  department,  excessive  absenteeism,  unauthorized  absence  or 
failure  to  notify  your  department  when  you  are  unable  to  report  to  work  may  result  in  disciplinary 
action  or  termination. 

Work  Hours 

Except  as  otherwise  provided  in  the  collective  bargaining  agreements  the  typical  workweek  is  40 
hours,  consisting  of  five  work  days  of  eight  hours  each. 

Overtime  and  Compensatory  Time  Off 

If  you  are  required  by  your  manager/supervisor  to  work  overtime,  contact  your  departmental 
personnel  officer  for  information  regarding  your  eligibility  for  overtime  payment  or  compensatory 
time  off. 

Overtime  and  compensatory  time  off  entitlement  are  defined  within  articles  in  the  various  collective 
bargaining  agreements  with  the  City  and  various  employee  associations. 

Pay  Periods 

Employees  are  paid  biweekly,  usually  every  other  Tuesday. 

Payroll  Deductions 

All  employees  are  subject  to  withholding  of  federal  and  state  taxes  as  required  by  law.  Depending 
on  your  status  (temporary  or  permanent),  date  of  hire,  eligibility  for  State  Disability  Insurance 
benefits,  membership  in  the  San  Francisco  City  Employees’  Retirement  System,  and  representation 
by  an  employee  organization,  deductions  may  also  be  made  for  health  insurance,  SDI  taxes,  union 
dues  or  fees,  Hospital  Insurance  and/or  Social  Security  taxes. 

Employees  may  chose  to  have  the  following  additional  amounts  withheld  from  their  paycheck  by 
submitting  an  authorization  form. 

> Increased  withholding  taxes 

r Increased  retirement  deductions 

> Employee  association  and  union  dues  (without  “Agency  Shop”) 

> United  States  Savings  Bonds 

> Credit  Union 

r United  Way  and  other  charitable  agencies 
'r  Deferred  Compensation 
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Garnishment 

If  the  City  and  County  receives  a court  order  to  garnish  your  wages,  the  City  must  comply  with  that 
order.  A garnishment  will  reduce  your  take-home  pay.  If  you  have  questions  about  your  paycheck, 
contact  your  departmental  payroll  representative. 

Probationary  Period 

All  appointments  to  permanent  civil  service  positions  require  that  you  serve  a probationary  period. 
The  probationary  period  is  the  final  and  most  important  phase  of  the  selection  process.  This  time 
period  is  used  to  evaluate  your  ability  as  an  employee  to  perform  the  assigned  duties  of  the  position 
to  which  you  were  appointed.  The  department's  appointing  officer  may  release  an  employee  at  any 
time  during  the  probationary  period.  Civil  Service  Rule  1 17  defines  and  governs  your  probationary 
period.  The  duration  of  the  probationary  period  is  governed  by  current  labor  contracts.  Absences 
from  work  will  extend  your  probationary  period.  For  information  about  the  length  of  your 
probationary  period,  consult  your  departmental  personnel  officer. 

During  the  probationary  period,  your  work  performance  is  evaluated  by  your  supervisor  and 
reviewed  by  higher-level  management.  Prior  to  the  expiration  of  the  probationary  period,  your 
department  head  may  recommend  permanent  appointment. 

Performance  Appraisal 

Your  supervisor  will  endeavor  to  provide  you  both  informal  and,  for  most  job  categories,  formal 
feedback  on  your  performance  on  a regular  basis.  The  purposes  of  the  performance  plan  and 
appraisal  are  to  (1)  evaluate  the  strengths  and  weaknesses  of  your  work;  (2)  communicate  these  to 
you;  and  (3)  set  goals  for  performance,  improvement,  and  career  development. 

For  employees  in  most  job  categories,  your  supervisor  prepares,  according  to  specified  schedules,  a 
written  appraisal,  which  will  be  discussed  with  you.  You  should  use  these  discussions  to  ask 
specific  questions  and  comment  on  your  performance.  You  will  be  permitted  to  write  your  own 
comments  on  your  appraisal  form  and  will  be  asked  to  sign  the  form  as  an  acknowledgment  that  you 
have  read  and  discussed  the  appraisal  with  your  supervisor. 

If  you  have  questions  about  the  performance  plan  and  appraisal  system,  consult  your  departmental 
personnel  officer. 

Change  of  Name  and/or  Address 

If  you  change  your  address  and/or  telephone  number,  you  must  immediately  notify  your 
departmental  personnel  officer  by  submitting  a change  of  address  form  or  a letter  with  your  new 
address  and  telephone  number.  If  you  change  your  name,  you  must  submit  legal  verification 
documents  in  order  to  update  your  records.  If  you  fail  to  report  any  changes,  you  may  not  receive 
important  and  timely  information  regarding  your  employment. 

Potential  For  Growth 

The  City  and  County's  personnel  system  is  built  on  the  merit  principle,  which  means  that  hiring  and 
promotion  occur  on  a competitive  basis  that  ensures  that  candidates  for  permanent  appointment 
have  equal  opportunity  for  job  and  career  advancement.  By  doing  your  best  in  your  present  job,  and 
seizing  every  opportunity  to  leam  and  master  new  skills,  you  position  yourself  for  promotional 
opportunities  within  the  City  and  County  system. 


Department  of  Human  Resources 


CMPLOVCC  HRNDBOOK 

City  and  County  of  San  Francisco 


Take  the  initiative  to  explore  promotional  job  vacancies  in  your  department  and  other  departments. 
Permanent  examination  announcements,  provisional  job  announcements  and  other  job  opportunities 
are  posted  at  the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level, 

(415)  557-4800.  Copies  of  examination  announcements  are  available  at  the  Department  of  Human 
Resources. 


ASSIGNMENT  AND  EMPLOYMENT  OPTIONS 


Transfer 

After  successful  completion  of  the  probationary  period,  permanent  appointees  may  transfer  from 
one  department  to  another  in  the  same  class.  You  must  file  your  approved  Request  for  Transfer 
with  the  Department  of  Human  Resources.  If  you  accept  a new  appointment  by  transfer,  you  must 
give  your  current  department  fifteen  (15)  working  days  notice.  You  are  also  subject  to  a new 
probationary  period  in  the  new  department.  Please  refer  to  the  collective  bargaining  agreement 
covering  your  class  for  probationary  period  information. 

Reassignment 

A reassignment  within  your  department  does  not  require  Department  of  Human  Resources 
approval.  You  may  request  reassignment  or  your  department  may  reassign  you  at  its  discretion. 
Consult  your  departmental  personnel  officer  for  more  information. 

Reappointment 

Certain  reemployment  privileges  are  extended  to  permanent  employees  who  have  completed  their 
probationary  period  and  who  have  resigned  with  satisfactory  services.  Such  former  employees  may 
request  to  reenter  the  City  and  County  service  to  a vacant  position  in  the  class  from  which  they 
resigned  within  four  (4)  years  from  the  date  of  resignation.  Former  members  of  the  uniformed 
ranks  of  the  Police  and  Fire  departments  may  be  reappointed  within  two  (2)  years  of  the  date  of 
resignation.  Former  employees  may  request  reappointment  to  a vacancy  in  any  class  in  which  the 
probationary  period  was  completed.  The  department,  at  its  discretion,  may  approve  a request  for 
reappointment. 

If  you  are  interested  in  reappointment,  complete  a Request  for  Reappointment  form  available  either 
from  the  Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone 
(415)  557-4800,  or  the  departmental  personnel  officer  of  your  former  department. 

Reinstatement 

Reinstatement  means  that  an  employee  returns  to  a vacant  position  in  a former  class  in  which  the 
probationary  period  was  completed  in  the  same  or  different  department.  This  process  requires  the 
advance  approval  of  both  your  current  and  prospective  department  heads. 

Upon  the  employee's  written  request,  with  the  approval  of  the  Human  Resources  Director, 
Department  of  Human  Resources,  an  employee  serving  a promotive  probationary  period  may  be 
reinstated  to  a vacant  position  in  any  former  class  in  which  the  probationary  period  has  been 
completed 
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If  you  are  interested  in  reinstatement,  complete  a Request  for  Reinstatement  form  available  from  the 
Human  Resources  Information  Center,  44  Gough  Street,  lobby  level,  telephone  (415)  557-4800. 

Additional  Employment 

Additional  or  outside  employment  for  full-  time  City  employees  is  permitted  only  under  limited 
circumstances  and  requires  the  written  approval  of  the  Director  of  Human  Resources.  Such 
approval  may  only  be  given  in  increments  of  6 months  or  less.  Any  such  outside  employment  must 
not  interfere  with  an  employee’s  City  job  and  must  not  exceed  20  hours  a week  or  3 hours  in  any 
day.  For  more  information,  please  contact  your  departmental  personnel  officer 


SEPARATION  PROCEDURES 

When  you  leave  your  employment  with  the  City  and  County,  you  must  return  all  supplies,  keys, 
identification  cards,  access  cards  and  other  City  and  County  property.  Near  the  time  of  your 
departure,  you  may  be  asked  to  meet  with  your  departmental  personnel  officer  to  review  separation 
procedures,  ensure  that  all  property  has  been  returned  and  provide  you  with  information  about 
health  benefits.  You  will  have  an  opportunity  to  ask  questions  regarding  procedures  and  benefits  at 
that  time. 

Resignation 

If  you  intend  to  resign,  please  provide  your  department  with  notice  at  least  ten  (10)  working  days 
before  your  planned  departure  so  that  arrangements  may  be  made  to  replace  you.  Resignation  forms 
may  be  obtained  from  your  departmental  personnel  officer. 

Automatic  Resignation 

If  you  are  absent  from  your  job  without  proper  authorization,  you  may  be  subject  to  discipline.  If 
you  are  absent  from  your  job  without  proper  authorization  for  five  consecutive  working  days,  or  if 
you  fail  to  return  from  an  approved  leave  within  such  time,  your  absence  will  be  deemed  an 
“automatic  resignation.”  If  you  receive  a notice  of  automatic  resignation  and  wish  to  appeal  the 
determination  to  the  Civil  Service  Commission,  you  will  have  fifteen  days  from  the  date  on  which 
the  notice  was  mailed  to  do  so.  Some  employees  may  have  appeal  right  under  the  collective 
bargaining  agreement  between  the  City  and  the  various  unions  representing  City  employees. 

Layoff 

From  time  to  time,  budgetary  or  operational  considerations  may  make  it  necessary  to  reorganize, 
reduce  work  hours,  and/or  layoff  City  and  County  employees.  Determining  the  need  for  layoffs  and 
the  classifications  of  employees  to  be  laid  off  is  within  the  sole  discretion  of  the  City  and  County  of 
San  Francisco. 

In  most  instances,  layoffs  occur  by  job  class  in  inverse  order  of  seniority.  If  you  have  questions 
about  your  seniority  level  contact  your  departmental  personnel  officer. 

If  you  are  faced  with  the  possibility  of  layoff,  it  is  important  that  you  contact  your  departmental 
personnel  officer.  An  informational  pamphlet  entitled  “Layoff  and  Involuntary  Leave  of  Absence” 
is  available  from  the  Department  of  Human  Resources  Information  Center,  44  Gough  Street,  lobby 
level,  telephone  (415)  557-4800. 
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Termination 

The  grounds  and  procedures  for  involuntary  termination  of  employment  may  vary  depending  on 
whether  you  are  an  at-will  employee.  In  most  instances,  at-will,  probationary  and  some 
provisional  employees  may  be  terminated  for  any  legal  reason. 

In  other  cases,  termination  must  be  for  cause  (for  example,  poor  performance,  misconduct, 
absenteeism,  fraud,  etc.).  In  those  cases,  employees  for  whom  discharge  is  being  considered  will 
receive  written  notice  of  the  grounds  for  discharge,  the  underlying  basis,  and  the  proposed 
discipline  and  will  have  an  opportunity  to  be  heard  in  his  or  her  own  defense,  assisted  by  a 
representative  of  the  employee’s  choosing,  prior  to  the  final  decision.  Employees  should  consult 
the  collective  bargaining  agreement  between  the  City  and  their  union  for  information  regarding 
appeal  rights.  For  more  information,  contact  your  employee  organization  or  departmental 
personnel  officer. 


RETIREMENT 

The  City  and  County  provides  retirement  plan  benefits  to  all  eligible  permanent  employees  and 
certain  temporary  employees  through  the  San  Francisco  Employees’  Retirement  System  (SFERS). 
SFERS  is  a defined  benefit  plan.  Under  a defined  benefit  plan,  your  retirement  benefits  are 
determined  by  a specific  formula,  rather  than  by  your  retirement  account  balance.  In  SFERS,  your 
retirement  benefits  are  calculated  based  on  your  years  of  service,  your  age  at  retirement  and  your 
final  compensation.  Defined  benefit  plans  are  funded  through  employee  and  employer 
contributions  and  investment  earnings  according  to  a formula  that  takes  into  consideration  the 
member’s  age,  years  of  credited  service  and  final  compensation.  For  more  information,  contact  the 
San  Francisco  Employees  Retirement  System  at  (415)  557-1500  or  1 (888)  849-0777  (toll  free  in 
California). 

Eligibility  and  Plan  Membership 

The  City  provides  three  retirement  plans  for  eligible  City  employees:  a Firefighter  Plan  for  eligible 
firefighter  employees;  a Police  Plan  for  eligible  Police  Officer  employees;  and  a Miscellaneous  Plan 
for  eligible  non-safety  employees.  These  plans  provide  different  benefit  entitlements  depending  on 
the  member’s  plan  membership  date.  The  following  information  provided  is  a general  summary  of 
selected  topics  that  apply  to  employees  who  became  members  of  SFERS  on  or  after  November  2, 
1976.  The  complete  retirement  provisions  are  provided  in  the  San  Francisco  Charter  and 
Administrative  Code. 

You  become  a member  of  the  retirement  plan  when: 

r You  are  first  certified  from  a Civil  Service  list  as  a permanent  employee  in  a covered 
classification  or 

r-  You  are  appointed  to  a full-time  permanent  position  in  a covered  classification  or 

r-  You  have  worked  a temporary  position  in  a covered  classification  for  more  than  1 ,040  hours 
in  any  1 2-month  period. 
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Contributions  to  the  Plan 

Employee  contributions  are  a designated  percentage  of  covered  salary.  Contributions  are 
accumulated  in  an  individual  account  and  earn  interest,  which  is  compounded  annually.  Each  year, 
members  receive  a statement  showing  account  balance,  including  contributions  plus  interest.  Under 
provisions  of  current  collective  bargaining  agreement,  the  City  pays  all  or  part  of  the  member 
contributions  on  behalf  of  the  employee  to  the  retirement  plan.  These  contributions  are  considered 
employee  contributions  and  are  treated  as  if  paid  by  the  employee.  For  instance,  if  an  employee 
terminates  his  or  her  employment  with  the  City  and  elects  to  withdraw  the  contributions,  the 
account  balance,  including  interest  and  the  contributions  paid  by  the  City  on  behalf  of  the  employee, 
is  refunded  to  the  employee. 

The  City  also  contributes  to  the  retirement  fund  when  necessary  to  maintain  the  soundness  of  the 
Retirement  System. 

Types  of  Retirement 

Retirement  benefits  are  intended  to  provide  a monthly  income  to  you  during  your  lifetime,  and  to 
your  qualified  survivors  after  your  death.  Benefits  are  payable  in  one  of  three  forms: 

> Service  retirement  benefit 

> Disability  retirement  benefit 

> Vesting  retirement  benefit 

Following  are  the  qualifications  and  definitions  for  each  form  of  retirement  benefit. 

Service  Retirement  Benefit 

Miscellaneous  Plan  members  qualify  for  a service  retirement  benefit  if  they  are  at  least  50  years  old 
and  have  at  least  20  years  of  credited  service,  or  if  they  are  at  least  60  years  old  and  have  at  least  10 
years  of  credited  service.  Firefighter  and  Police  Plan  members  qualify  for  a service  retirement 
benefit  if  they  are  at  least  50  years  old  and  have  at  least  5 years  of  credited  service. 

Disability  Retirement  Benefit 

Miscellaneous  Plan  members  are  eligible  to  apply  for  a disability  retirement  benefit,  regardless 
of  age,  when  they  have  10  or  more  years  of  credited  service  and  sustain  an  injury  or  illness  that 
prevents  them  from  performing  their  duties. 

Firefighter  and  Police  Plan  members  are  eligible  to  apply  for:  an  ordinary  disability  retirement 
benefit,  regardless  of  age  when  they  have  1 0 or  more  years  of  credited  service  and  sustain  an 
injury  or  illness  that  prevents  them  from  performing  their  duties;  or  an  industrial  disability 
retirement  benefit,  regardless  of  age  and  credited  service,  when  they  are  unable  to  perform  the 
duties  of  their  job  by  reason  of  an  injury  received  in,  or  illness  caused  by  the  performance  of 
their  duties. 

In  addition  to  a disability  pension,  you  may  be  entitled  to  workers’  compensation  benefits  and/or 
Social  Security  Disability  Income  if  your  injury  or  illness  was  caused  by  your  work.  Contact  the 
City’s  Workers’  Compensation  Division  and  the  Social  Security  Administration  for  more 
information  on  these  programs. 
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Vesting  Retirement  Benefit 

Miscellaneous  Plan  members  who  terminate  City  employment  with  five  or  more  years  of 
credited  service  can  elect  to  leave  their  retirement  benefits  in  the  Retirement  System.  You  have 
90  days  from  your  termination  to  elect  vesting.  Your  vesting  retirement  benefit  is  first  payable  at 
or  after  age  50. 

Death  Benefits 

The  type  and  amount  of  death  benefits  payable  depend  on  a number  of  circumstances  including: 
your  membership  status  (active  employee  or  retired  member)  and  your  survivors  (qualified 
survivor  and/or  designated  beneficiaries). 

If  You  Die  While  an  Active  Employee 

If  you  die  while  you  are  a current  active  employee  of  the  City,  and  you  are  qualified  to  retire,  and 
your  qualified  spouse  or  domestic  partner  is  your  sole  designated  beneficiary,  your  qualified 
surviving  spouse  or  domestic  partner  may  elect: 

> A lump  sum  death  payment  equal  to  six  months’  eamable  salary  plus  your  account  balance 
(your  contributions  or  contributions  may  on  your  behalf  plus  interest)  or 

> A monthly  continuation  allowance  equal  to  50%  of  the  monthly  service  retirement  benefit 
you  would  have  received  had  you  retired  on  the  date  of  your  death. 

If  you  die  while  you  are  a current  active  employee  of  the  City , and  before  you  are  qualified  to 
retire,  the  Retirement  System  will  pay  a lump  sum  death  payment  to  your  designated  beneficiary 
equal  to  six  month’  eamable  salary  plus  your  account  balance  (your  contributions  or  contributions 
made  on  your  behalf,  plus  interest).  If  you  have  not  designated  a beneficiary,  the  lump  sum  death 
benefit  is  payable  to  your  estate. 

There  may  be  additional  death  benefits  payable  if  your  death  is  job-related. 

If  You  Die  After  Retirement 

The  Retirement  System  will  pay  a monthly  continuation  allowance  to  your  qualified  survivor.  In 
addition,  the  Retirement  System  will  pay  a lump  sum  death  benefit  to  your  designated  beneficiary 
equal  to  $100  for  each  year  of  service  credit  up  to  a maximum  of  $3,000. 

Domestic  Partner  Retirement  Benefits 

According  to  City  Charter  provisions,  your  domestic  partner  is  eligible  for  qualified  survivor  death 
benefits  if  he  or  she  has  been  your  domestic  partner  for  at  least  one  full  year  immediately  prior  to 
your  date  of  retirement  and  remains  your  domestic  partner  until  your  death  or  has  been  your 
domestic  partner  for  at  least  one  full  year  immediately  prior  to  your  death  if  you  die  while  an  active 
employee.  For  your  domestic  partner  to  be  considered  a qualified  survivor,  you  must  file  your 
domestic  partnership  papers  with  the  Retirement  System  at  least  one  year  prior  to  your  retirement  or 
death  and  designate  your  domestic  partner  as  your  beneficiary  for  Retirement  System  death  benefits. 
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Refund  After  Separation 

If  you  leave  employment  with  the  City,  you  may  elect  a refund  of  your  account  balance  or,  if 
eligible,  you  may  elect  a vesting  retirement  benefit  or  reciprocity  (see  Reciprocal  Retirement 
Benefits  below).  For  more  information  about  your  choices,  you  should  contact  the  Retirement 
System  staff  within  90  days  of  your  termination. 

If  you  terminate  your  employment  with  the  City  and  elect  to  withdraw  your  contributions,  your 
account  balance  (your  contributions  and  contributions  made  on  your  behalf  plus  interest)  will  be 
refunded  to  you.  To  defer  paying  taxes  at  the  time  you  receive  your  refund,  you  can  elect  to  roll 
over  the  taxable  portion  of  your  refund  directly  to  an  individual  retirement  account  (IRA)  or 
other  qualified  plan.  If  you  do  not  elect  a direct  rollover,  but  instead  request  that  your  refund  be 
paid  directly  to  you,  the  Retirement  System  must  withhold  20%  federal  and  2%  state  income 
taxes  on  the  taxable  portion  of  your  refund,  and  other  tax  penalties  may  apply.  Consult  your  tax 
advisor  to  help  you  make  an  informed  decision  regarding  your  refund. 

An  employee  is  entitled  to  a refund  of  contributions  with  interest  upon  separation  of 
employment.  An  employee  must  be  completely  separated  from  City  and  County  service  to 
receive  a refund  of  retirement  contributions.  A refund  is  normally  processed  within  6 to  8 weeks 
after  the  effective  date  of  separation. 

Once  you  receive  a refund  of  your  retirement  contributions,  you  no  longer  have  a right  to  any 
other  benefit  from  the  Retirement  System 

Reciprocal  Retirement  Benefits 

The  San  Francisco  Employees’  Retirement  System,  CALPERS,  and  certain  other  California 
public  retirement  systems  provide  “reciprocal”  retirement  benefits.  This  means  that  if  you  work 
for  more  than  one  employer  that  participates  in  this  reciprocal  network,  you  can  receive  a benefit 
based  on: 

> Your  years  of  service  with  each  of  those  employers  and 

> Your  highest  salary  earned  with  any  of  those  employers. 

External  Reciprocal  Benefits  - Linkage  of  Benefits  between  SFERS  and 
other  Reciprocal  Plans 

You  qualify  for  a reciprocal  retirement  benefit  from  two  or  more  reciprocal  systems  if  upon 
termination  you: 

> Elect  reciprocity 

> Leave  your  retirement  contributions  with  each  system 

> Join  a reciprocal  retirement  system  within  six  months  of  terminating  employment 

> Retire  from  all  reciprocal  systems  at  the  same  time. 
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Internal  Reciprocal  Benefits  - Linkage  of  Benefits  within  SFERS  Retirement  Plans 

You  qualify  for  internal  reciprocal  benefits  if  you  remain  a member  of  the  Retirement  System  and 
transfer  to  a position  covered  by  another  SFERS  plan  (e.g.  Miscellaneous  Plan  transfer  to  Police 
Plan).  Internal  reciprocity  also  applies  if  you  terminate  employment  with  the  City,  and,  within  six 
months,  again  become  a member  under  another  SFERS  plan. 

Retirement  system  staff  members  are  available  to  explain  the  intricacies  of  SFERS  benefits.  The 
Member  Services  office  provides  counselling  on  retirement  applications,  change  of  beneficiary, 
death  benefits,  purchase  of  service  rendered  with  the  City  prior  to  becoming  SFERS  member, 
benefits  estimates,  contribution  rates,  forms,  new  employee  processing  information,  refunds, 
reciprocity  and  many  other  matters.  Contact  the  SFERS  Member  Services  Unit  at  30  Van  Ness 
Avenue,  Suite  3000,  (3rd  floor)  San  Francisco,  CA  94102,  telephone  (415)  554-1500  or 
1 (888)  849-0777  (toll  free  in  California). 

Redeposit  and  Purchase  of  Service 

As  a member  of  the  Plan: 

> You  may  elect  to  redeposit  contributions  you  have  previously  withdrawn  from  SFERS  for 
prior  periods  of  membership  or 

r You  may  elect  to  purchase  certain  eligible  periods  of  prior  service  (e.g.  service  as  a 
temporary  City  employee,  public  service,  military  service,  union  representative  service). 

Plan  Administration 

The  San  Francisco  Employees’  Retirement  System  is  administered  in  accordance  with  City 
Charter  and  City  Administrative  Code  provisions.  The  Retirement  office  is  located  at  30  Van 
Ness  Avenue,  Suite  3000  (3rd  Floor),  San  Francisco,  CA  94102.  SFERS  Member  Services  is 
available  to  answer  your  retirement  questions  at  (415)  554-1500  or  1 (888)  849-0777  (toll  free  in 
California). 

Deferred  Compensation 

The  City  and  County  of  San  Francisco  provides  a voluntary  Deferred  Compensation  Program 
(IRS  Section  457)  for  eligible  City  employees.  The  SFERS  Retirement  Board  provides  direct 
oversight  of  the  City’s  Deferred  Compensation  Program  and  has  selected  ING  Financial  Services 
as  the  plan  administrator. 

You  many  obtain  information  regarding  the  City’s  Deferred  Compensation  Program  at  the  local 
ING  Financial  Services  office  at  One  Front  Street,  Suite  1450,  San  Francisco,  CA  94111  or  by 
telephone  at  (415)  364-2000  or  1 (888)  822-1211. 
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HEALTH,  DENTAL  AND  DISABILITY  INSURANCE  COVERAGE 

The  City  and  County  provides  eligible  employees  with  health,  dental,  flexible  spending  accounts 
and  short-term  disability  insurance  coverage  through  the  Health  Service  System. 

Eligibility 

The  following  employees  are  eligible  for  health  coverage: 

> All  permanent  employees  of  the  City  and  County  of  San  Francisco  whose  normal  work 
week  at  the  time  of  inclusion  in  the  system  is  not  less  than  twenty  (20)  hours; 

> All  regularly  scheduled  provisional  employees  of  the  City  and  County  of  San  Francisco 
whose  normal  work  week  at  the  time  of  inclusion  in  the  system  is  not  less  than  twenty  (20) 
hours; 

> All  other  employees  of  the  City  and  County  of  San  Francisco  including  temporary  exempt 
“as  needed”  employees,  who  have  worked  more  than  one  thousand  and  forty  hours  (1040)  in 
any  consecutive  twelve  (12)  month  period  and  whose  normal  work  week  at  the  time  of 
inclusion  in  the  system  is  not  less  than  twenty  (20)  hours. 

Coverage  for  employees  under  condition  ( 1 ) and  (2)  starts  on  the  first  day  of  the  pay  period 
following  your  start  work  date.  Coverage  for  employees  under  condition  (3)  will  be  determined 
by  the  Health  Service  System  upon  application. 

Flexible  Benefits 

The  City  and  County  offers  a flexible  Benefits  Program  that  allows  an  employee  to  pay  any  required 
premiums  for  most  benefits  on  a pre-tax  basis. 

Available  Plans 

Each  eligible  employee  may  select  a health  and  dental  plan  from  those  currently  offered  to  City  and 
County  employees.  The  following  health  plans  are  available: 

> City  Health  Plan 

> Kaiser  Foundation  Health  Plan 

> Health  Net 

> Blue  Shield 

Some  employees  may  be  eligible  to  select  from  among  the  following  dental  plans: 

> Delta  Dental 

> Deltacare  PMI 

> Pacific  Union  Dental 
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Short-Term  Disability  Insurance 

The  short-term  disability  plan  currently  offered  is  an  employee-paid  plan.  If  you  are  interested, 
check  with  the  Health  Service  System  for  the  name  of  the  provider  and  further  details. 

Flexible  Spending  Accounts 

Flexible  Spending  Accounts  are  a way  to  put  money  into  a “savings”  account  that  must  be  used 
to  reimburse  the  employee  for  certain  health  care  and  dependent  day  care  expenses  according  to 
IRS  regulations.  You  may  open  a Health  Care  Account,  Dependent  Day  Care  account  or  both. 
You  may  use  the  Health  Care  Account  to  be  reimbursed  for  medical,  dental  and  vision  expenses 
incurred  for  you  and  your  dependents  if  they  are  not  covered  by  a health  plan. 

Premiums 

In  general,  the  City  and  County  pays  for  most  employee  health  and  dental  coverage.  Premiums  for 
dependent  health  coverage  are  employee-paid  for  most  employees,  while  premiums  for  dependent 
dental  coverage  are  generally  employer-paid.  Employer-paid  premium  amounts  are  governed  by 
the  provisions  of  applicable  collective  bargaining  agreements  and  the  Charter. 

Dependents 

Eligible  dependents  and  registered  domestic  partners  of  employees  may  be  enrolled  in  benefit  plans 
at  the  time  of  the  employee's  original  enrollment.  Contact  the  Health  Service  System  for  details 
regarding  coverage  due  to  qualifying  events  such  as  marriage,  birth,  or  adoption.  After  the  initial 
enrollment,  transfer  from  one  benefit  plan  to  another  may  only  be  made  during  an  annual  open 
enrollment  period  with  coverage  to  be  effective  July  1st. 

While  You  Are  On  Leave 

Employees  who  are  on  authorized  leave  of  absence  without  pay  must  notify  the  Health  Service 
System  of  such  leave.  Depending  on  the  type  and  length  of  leave,  you  may  be  required  to  continue 
to  pay  the  employee  portion  of  any  premiums  in  advance  directly  to  the  Health  Service  System  in 
order  to  maintain  coverage. 

Continuation  of  Coverage  Under  Consolidated  Omnibus  Budget  Reconciliation  Act 
(C.O.B.R.A) 

Federal  law  provides  that  any  employee  (including  covered  dependents),  who  terminates 
employment,  has  the  option  to  continue  group  coverage  at  their  own  expense  for  a period  of  up  to 
eighteen  ( 1 8)  months.  Dependents  of  an  employee,  who  lose  group  coverage  because  of  divorce, 
legal  separation  or  because  the  child  loses  dependent  eligibility,  have  the  option  to  continue 
coverage  through  the  employer  for  up  to  thirty-six  (36)  months  after  loss  of  eligibility.  The  cost  of 
such  coverage  will  be  borne  entirely  by  the  employee  and/or  dependent;  premiums  are  102%  of 
cost. 

For  More  Information 

Contact  the  Health  Service  System  by  telephone  at  (415)  554-1750  or  visit  the  office  at 
1 145  Market  Street,  2nd  Floor,  San  Francisco  for  details  about  the  benefits,  contribution  rates  of 
available  plans  or  any  of  the  other  information  presented  in  this  section. 
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State  Disability  Insurance  (SDI) 

If  you  are  in  a City  and  County  job  classification  approved  for  coverage  under  the  State  Disability 
Insurance  (SDI)  program,  you  are  eligible  for  SDI  benefits  when  you  incur  any  non-industrial 
illness,  and  (a)  have  contributed  to  SDI  through  payroll  deductions  for  seven  (7)  months,  and  (b) 
have  been  under  the  care  of  a doctor  or  practitioner  during  any  portion  of  the  first  seven  (7)  calendar 
days  of  absence.  Please  consult  your  collective  bargaining  agreement  (or  unrepresented  ordinance) 
regarding  supplementing  SDI  payments  with  accrued  sick  leave,  vacation  or  Comp  time. 

Supplemental  salary  will  be  paid  on  your  normal  biweekly  payday.  This  salary,  when  added  to  the 
SDI  benefits,  will  provide  up  to,  and  by  law  may  not  exceed,  your  normal  biweekly  salary.  For 
information  regarding  the  filing  of  claims  and/or  SDI  benefits,  contact  your  departmental  personnel 
officer. 

Social  Security  and  Medicare 

Generally,  all  employees  except  uniformed  members  of  the  Police  and  Fire  Departments  are 
enrolled  in  the  Federal  Social  Security  System  and  are  subject  to  Social  Security  tax  deductions 
from  paychecks.  However,  employees  who  are  not  covered  by  the  Retirement  System  and  who 
defer  specified  minimum  amounts  under  the  City  and  County's  Deferred  Compensation  Program 
will  not  be  covered  under  the  Old  Age  and  Survivors  Disability  Insurance  portion  of  Social  Security 
and  will  not  have  to  pay  that  particular  portion  of  the  tax.  Consult  your  departmental  personnel 
officer  for  information.  In  general,  all  employees  are  covered  under  the  Medicare  portion  of  Social 
Security  except  for  employees  hired  before  April  1 , 1 991 , who  are  covered  by  other  portions  of 
Social  Security.  The  tax  for  Hospital  Insurance  is  also  deducted  from  your  paycheck. 
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Holidays 

By  ordinance  of  the  Board  of  Supervisors,  the  City  observes  the  following  holidays: 

New  Year's  Day  Columbus  Day 

Martin  Luther  King,  Jr.  Birthday  Veterans’  Day 

Presidents’  Day  Thanksgiving 

Memorial  Day  Day  after  Thanksgiving 

Independence  Day  Christmas  Day 

Labor  Day 

If  any  of  these  legal  holidays  fall  on  Sunday,  the  Monday  becomes  the  legal  holiday.  However,  if 
any  of  these  holidays  fall  on  Saturday,  the  preceding  Friday  is  observed  as  a holiday  and  per  the 
Administrative  Code  offices  must  remain  open  and  staffed  on  Fridays  that  are  observed  as  holidays. 
If  you  are  required  to  work  on  a holiday,  contact  your  departmental  personnel  officer  or  refer  to 
your  collective  bargaining  agreement  for  information  on  rates  of  pay  or  an  in-lieu  day  off. 

The  City  observes  as  a holiday  any  day  declared  to  be  a holiday  by  the  Mayor  following  declaration 
by  the  President  or  Governor. 
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Floating  Holidays 

You  may  take  floating  holidays  as  specified  in  the  collective  bargaining  agreement  for  your  job 
class.  Employees  may  not  be  entitled  to  take  floating  holidays  until  after  they  have  completed  six 
months  of  continuous  service.  Requests  to  use  floating  holidays  are  subject  to  the  approval  of  the 
appointing  officer  and  the  provisions  of  the  collective  bargaining  agreement  that  cover  your 
conditions  of  employment.  Contact  your  departmental  personnel  officer  or  payroll  representative  for 
more  information. 

Vacation 

The  City  and  County  provides  annual  vacations  for  employees  who  work  a regular  schedule  and 
who  have  completed  one  (1 ) year  or  more  of  continuous  service.  Certain  temporary  exempt 
employees  may  also  be  eligible  for  vacation  benefits.  Refer  to  the  provisions  of  the  collective 
bargaining  agreement.  You  are  not  eligible  to  use  vacation  in  the  first  year  of  continuous  service; 
however,  at  the  end  of  one  (1)  year  of  continuous  service,  you  will  be  awarded  a vacation  allowance 
at  the  rate  of  .0385  of  an  hour  for  each  hour  of  paid  service  in  the  preceding  year  and  will  be  eligible 
to  request  to  use  accrued  vacation  time. 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5)  years  of  continuous  service, 
usually  forty  (40)  hotirs  for  full  time  employees,  and  another  forty  (40)  hours  for  full  time 
employees  after  the  fifteenth  (15)  year  of  continuous  service.  This  awarded  allocation  will  not  be 
made  nor  can  it  be  taken  until  the  employee  reaches  his/her  anniversary  date  in  the  fifth  (5th)  year 
and  fifteenth  (15th)  year. 

No  employee  shall  be  credited  with  more  than  two  thousand  eighty  (2080)  hours  of  paid  service  in 
any  twelve  (12)  month  period  for  purpose  of  computing  the  vacation  allowance.  The  maximum 
vacation  entitlement  in  any  twelve  (12)  month  period  and  maximum  accrual  permitted  are  as 
follows: 


Year  of  Service 

12-Month  Max.  Entitlement 

Maximum  Accumulation 

1 through  5 years 

80  hours 

( 1 0 days) 

320  hours 

(40  days) 

More  than  5 years 

120  hours 

( 1 5 days) 

360  hours 

(45  days) 

More  than  1 5 years 

1 60  hours 

(20  days) 

400  hours 

(50  days) 

When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the  holiday  is  not  counted  as  a 
vacation  day.  If  you  resign  or  are  separated  after  one  ( 1 ) or  more  years  of  continuous  service  and 
have  not  taken  all  of  your  vacation,  you  will  be  paid  for  the  accumulated  unused  vacation. 

Requests  to  take  vacation  must  be  made  in  accordance  with  your  department's  procedure  and  are 
approved  based  upon  the  needs  of  the  department,  seniority,  and  accommodating  your  plans. 
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LEAVES  OF  ABSENCE 

Leaves  of  absence  are  governed  both  by  CSC  Rules  and  collective  bargaining  agreements.  The 
following  are  general  provisions: 

> Leave  requests  must  be  submitted  to  a department  appointing  officer  or  designee  for 
approval. 

> A request  for  leave  of  more  than  five  (5)  working  days  must  be  made  on  the  prescribed 
form. 

Sick  Leave  With  Pay 

If  you  work  a full  year  (approximately  2080  hours),  you  earn  thirteen  (13)  8-hour  working  days  per 
year  (or  1 04  hours)  of  paid  sick  leave.  Unused  sick  leave  may  be  accumulated  from  year  to  year 
until  you  reach  the  maximum  accumulation  of  one  hundred  and  thirty  (130)  8-hour  working  days 
(or  1 040  hours)  or  other  maximum  as  provided  in  your  collective  bargaining  agreement.  No  sick 
leave  with  pay  is  allowed  during  the  first  six  (6)  months  of  employment  unless  you  have  previously 
earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable  to  report  for  duty  because  of 
illness,  and  of  the  approximate  date  of  your  return  to  work.  If  you  have  earned  sick  leave  with  pay 
credits,  you  may  use  them: 

'r  When  you  are  unable  to  work  due  to  non-job  incurred  illness  or  injury; 
r For  medical  and  dental  appointments; 

x-  For  absence  due  to  quarantine  declared  by  the  Department  of  Public  Health  or  other 
authority; 

x-  For  absence  due  to  the  death  of  a member  of  your  immediate  family  or  other  persons  as 
defined  in  Civil  Service  Commission  Rules; 

x-  For  absence  due  to  pregnancy  or  convalescence  period  following  childbirth;  or, 

x-  For  absence  due  to  illness  or  medical  appointment  of  a dependent  child,  or  family  member. 

If  you  are  absent  from  your  job  for  more  than  five  (5)  consecutive  working  days,  you  must  submit 
to  your  supervisor  a completed  Request  for  Leave  form  stating  the  duration  of  your  illness,  signed 
by  a doctor,  dentist,  podiatrist,  licensed  clinical  psychologist,  Christian  Science  practitioner  or 
licensed  doctor  of  chiropractic  medicine.  This  form  is  available  from  your  supervisor  or 
departmental  personnel  officer. 

Under  certain  conditions,  a department  head  may  require  you  to  furnish  a doctor's  certification  for 
any  amount  of  absence  due  to  illness. 

Sick  Leave  Without  Pay 

You  may  be  eligible  to  take  sick  leave  without  pay.  Please  refer  to  the  Civil  Service  Rules  and  any 
applicable  collective  bargaining  agreement  for  more  information. 
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Absence  while  using  sick  leave  without  pay  in  excess  of  five  (5)  consecutive  days  requires  a 
doctor's  certification  on  a Request  for  Leave  form.  This  form  is  available  from  your  supervisor  or 
departmental  personnel  officer. 

Military  Leave 

Under  certain  conditions,  you  may  be  granted  military  leave.  Employees  on  military  leave  may  be 
eligible  to  receive  their  regular  compensation  for  a period  not  to  exceed  thirty  (30)  calendar  days.  A 
copy  of  your  official  orders  must  be  attached  to  your  request  for  military  leave.  Consult  your 
departmental  personnel  officer  for  more  information. 

Jury  Duty  Leave 

Notify  your  supervisor  as  soon  as  you  receive  a jury  summons.  Any  employee  who  is  called  to  jury 
duty  for  a Municipal,  State  or  Federal  Court  during  the  employee's  working  hours  is  allowed  their 
regular  compensation  less  the  amount  of  jury  fees  paid  while  serving  as  a juror.  Jury  duty  leave 
must  be  granted  by  your  department.  However,  you  must  obtain  a “Jury  Duty  Certificate”  from  the 
Jury  Commission  or  Court  Clerk.  You  must  promptly  provide  the  certificate  to  your  departmental 
personnel  officer  in  order  to  receive  your  salary. 

Educational  Leave 

Educational  Leave  is  unpaid  and  is  generally  available  to  permanent  employees  only.  Check  your 
collective  bargaining  agreement  for  coverage  of  other  employees.  You  may  be  granted  leave  not  to 
exceed  one  year  for  the  purpose  of  securing  additional  education  in  a field  related  to  your  position. 
Contact  your  departmental  personnel  officer  for  more  information. 

Family  and  Medical  Leave 

You  may  have  a right  to  take  leave  under  the  Federal  Family  and  Medical  Leave  Act  (FMLA)  if 
you  have  at  least  12  months  of  service  with  the  City  and  have  worked  at  least  1250  hours  in  the  12 
month  period  prior  to  the  date  you  begin  your  leave.  FMLA  allows  for  a 1 2-week  leave  in  a 1 2- 
month  period  for  any  of  the  following  reasons: 

a The  birth,  adoption,  or  placement  of  a child  with  you  in  foster  care 

> Your  own  serious  health  condition 

> The  serious  health  condition  of  your  child,  parent,  spouse  or  domestic  partner  that  requires 
your  care 

This  leave  may  be  taken  on  an  intermittent  basis  where  medically  necessary.  If  you  will  be  taking 
intermittent  leave,  you  may  be  required  to  meet  with  your  supervisor  and/or  other  designated 
individuals  in  your  department  to  work  out  scheduling  issues.  You  must  also  keep  your  supervisor 
informed  of  any  changes  to  your  planned  leave  schedule. 

Family  and  Medical  Leave  is  unpaid.  However,  depending  on  the  provisions  of  your  collective 
bargaining  agreement,  you  may  use  certain  types  of  accrued  paid  time  (such  as  sick  leave,  vacation, 
compensatory  time  off,  or  floating  holidays)  in  order  to  receive  pay  during  your  leave.  You  also 
may  be  required  to  use  accrued  sick  or  vacation  time  during  a Family  and  Medical  Leave. 
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Pregnancy  Disability  Leave 

If  you  are  rendered  disabled  by  pregnancy,  childbirth,  or  related  medical  condition,  you  are  entitled 
to  take  up  to  four  (4)  months  of  Pregnancy  Disability  Leave,  as  medically  necessary,  even  if  you  are 
eligible  to  take  leave  under  the  Federal  FMLA.  Like  Family  and  Medical  Leave,  this  type  of  leave 
may  be  taken  intermittently  if  your  health  care  provider  certifies  that  such  leave  is  medically 
necessary. 

If  you  are  eligible  for  Family  and  Medical  Leave,  you  may  be  eligible  to  take  BOTH  Family  and 
Medical  and  Pregnancy  Disability  Leave  if  you  are  disabled  by  your  pregnancy,  childbirth,  or  a 
related  condition. 

Pregnancy  Disability  Leave  is  unpaid.  However,  you  have  the  option  to  use  accrued  sick  time, 
vacation,  compensatory  time  off,  or  floating  holidays  to  receive  your  pay  during  a Pregnancy 
Disability  Leave.  If  you  are  otherwise  eligible  for  state  disability  insurance  benefits,  you  may  be 
eligible  to  receive  SDI  benefits  during  Pregnancy  Disability  Leave  as  well. 

Family  Care  Leave 

If  your  leave  to  care  for  a newborn,  newly  adopted  child  or  sick  family  member  extends  beyond  the 
12- week  Family  and  Medical  Leave  maximum,  you  may  seek  additional  unpaid  leave  of  up  to  one 
year  for  any  of  the  following  reasons: 

> The  birth  of  your  biological  child; 

> Your  assumption  of  child  rearing  responsibilities  (e.g.,  by  adoption  or  foster  care,  but  not 
including  the  temporary  care  of  a child  for  compensation); 

> The  serious  illness,  mental  or  physical  impairment  of  your  spouse,  domestic  partner,  parent, 
parent  of  your  spouse  or  domestic  partner,  or  child  for  whom  you  have  parenting 
responsibilities,  if  such  illness  or  impairment  requires  your  care. 

This  type  of  leave  is  available  to  permanent  employees  who  have  completed  at  least  one  year  of 
service  and  is  at  the  discretion  of  your  department’s  appointing  officer. 

How  To  Request  Family/Medical,  Pregnancy  Disability,  or  Family  Care  Leave 

If  possible,  you  must  provide  at  least  30  calendar  days  advance  notice  for  foreseeable  events  (such 
as  the  expected  birth  of  a child  or  a planned  medical  treatment).  For  events  that  are  unforeseeable, 
notify  your  supervisor  or  departmental  personnel  officer,  at  least  verbally,  as  soon  as  you  learn  of 
the  need  for  the  leave.  If  you  need  to  take  a leave,  you  must  fill  out  the  form  entitled  “Family  Care 
and  Medical  Leave  of  Absence  Request.” 

Before  your  begin  your  leave  (if  foreseeable),  or  as  soon  as  possible  after  (if  not  foreseeable),  you 
will  have  to  submit  a certification  from  your  health  care  provider,  or  that  of  the  family  member 
requiring  your  care,  on  the  “Certification  of  Health  Care  Provider”  form,  stating  that  the  leave  is 
medically  necessary. 

Failure  to  comply  with  the  notice  of  certification  requirements  may  result  in  denial  of  your 
requested  leave. 
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Bereavement  Leave 

You  may  use  up  to  three  (3)  days  of  accrued  sick  leave  (or  five  (5)  days  if  you  must  travel  out  of 
state)  in  the  event  of  the  death  of  an  immediate  family  member  (i.e.  a spouse,  domestic  partner, 
parent,  step-parent,  grandparent,  parent  of  a spouse  or  domestic  partner,  sibling,  child  [including 
step-child,  adopted  child,  or  other  child  for  whom  you  have  parenting  responsibilities],  aunt,  uncle, 
legal  guardian,  or  permanent  member  of  your  household).  You  may  use  one  (1)  work  day  of 
accrued  sick  leave  (or  three  (3)  days  if  you  must  travel  out  of  state)  in  the  event  of  the  death  of  any 
other  person  to  whom  you  reasonably  owe  respect.  Additional  unpaid  leave  may  be  available  at  the 
discretion  of  the  appointing  officer.  Bereavement  leave,  whether  paid  or  unpaid,  must  be  taken 
within  30  calendar  days  of  the  death. 

Religious  Leave 

You  may  be  granted  religious  leave  when  personal  religious  beliefs  require  that  you  abstain  from 
work  during  certain  periods  of  the  work  day  or  work  week.  Religious  leave  is  without  pay  unless 
you  elect  to  use  accumulated  compensatory  time  off,  vacation  time,  or  floating  holidays. 

Leave  to  Accept  Other  City  and  County  Employment 

Leave  to  accept  a temporary  or  exempt  appointment  in  the  City  and  County  is  available  to 
permanent  employees  only  and  may  be  approved  by  a department  head  for  the  duration  of  such 
temporary  or  exempt  appointment. 

Personal  Leave 

Unpaid  personal  leave  for  permanent  employees  may  be  approved  for  a period  of  up  to  twelve  (12) 
months  within  any  two-year  period.  With  certain  exceptions,  if  you  are  a temporary  or  provisional 
employee,  personal  leave  may  be  approved  for  a maximum  of  one  (1)  month  and  only  if  a 
replacement  for  your  position  is  not  required.  Check  your  collective  bargaining  agreement  and 
Civil  Service  Rules  for  exceptions. 

Time  Off  for  Voting 

If  an  employee  does  not  have  sufficient  time  to  vote  outside  of  working  hours,  the  employee  may 
request  so  much  time  as  will  allow  time  to  vote,  in  accordance  with  the  State  Election  Code. 

Time  Off  for  School  Visits 

Employees  who  are  parents,  guardians,  or  custodial  grandparents  will  be  granted  up  to  40  hours 
per  year  to  visit  their  child’s  school  or  licensed  day  care.  Time  off  will  be  without  pay  unless  the 
employee  elects  to  use  accumulated  vacation  time  or  compensatory  time,  or  unless  paid  time  off 
is  specifically  provided  by  the  applicable  collective  bargaining  agreement.  For  additional 
information,  contact  your  departmental  personnel  officer. 

A Gift  of  Time 

Transfer  of  Sick  Leave  and/or  Vacation  Credits  to  a Catastrophically  111  Employee  as  well  as 
to  an  Employee  to  Care  for  a Catastrophically  111  Family  Member 
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You  may  donate  a portion  of  your  accrued  sick  leave  and/or  vacation  credits  for  use  by  a City  and 
County  employee  suffering  from  a catastrophic  illness.  You  may  also  donate  a portion  of  your 
vacation  credits  to  another  employee  who  is  caring  for  a catastrophically  ill  family  member.  If  you 
become  catastrophically  ill,  you  may  be  eligible  to  receive  sick  leave  and/or  vacation  credits  from 
other  City  and  County  employees.  If  you  need  to  care  for  a catastrophically  ill  family  member,  you 
may  be  eligible  to  receive  vacation  credits  from  other  City  and  County  employees. 

Whether  you  donate  leave  credits  or  receive  them,  you  are  subject  to  certain  restrictions.  An 
informational  pamphlet  entitled  “A  Gift  of  Time  - Transfer  of  Sick  Pay  and  Vacation  Credits  to 
Catastrophically  111  Employees”  is  available  at  the  Human  Resources  Information  Center,  44  Gough 
Street,  lobby  level,  telephone  (415)  557-4800. 


OTHER  EMPLOYMENT  BENEFITS 

Tuition  Reimbursement/Employee  Development  Fund 

Limited  funds  are  allocated  for  tuition  assistance  to  permanent  employees  who  are  improving 
current  job  skills  or  preparing  for  promotion,  and  whose  classifications  are  covered  by  specific 
collective  bargaining  agreement  provisions  for  reimbursement.  Request  a Tuition  Reimbursement 
Form  from  your  departmental  personnel  officer  or  contact  the  Department  of  Human  Resources, 
Employee  Relations  Division,  Compensation  Program,  44  Gough  Street,  telephone 
(415)557-4990. 

Employees  whose  classifications  are  represented  by  the  union  of  American  Physicians  and  Dentists 
(UAPD)  or  the  International  Federation  of  Professional  and  Technical  Engineers,  Local  21  (Local 
2 1 ) may  receive  reimbursements  through  the  Employee  Development  Fund.  Please  contact  your 
departmental  personnel  officer  for  forms  and  additional  information. 

Training  and  Organization  Development  Unit  (TOD) 

The  Department  of  Human  Resources  Training  and  Organization  Development  Unit  (TOD)  is  a 
team  of  trainers  and  consultants  who  perform  training  programs  and  organization  development 
projects  citywide.  The  TOD  staff  is  dedicated  to  providing  the  highest  quality  of  services  through  a 
philosophy  of  continuous  improvement.  Descriptions  and  schedules  of  TOD  training  courses  are 
published  in  a catalog  available  to  all  city  and  county  employees.  Please  call  (415)  557-4868  to 
obtain  a catalog  or  any  other  information  regarding  the  unit.  TOD  is  located  at  the  Department  of 
Human  Resources,  44  Gough  Street,  San  Francisco,  CA  94103. 

Employee  Assistance  Program  (EAP) 

The  Employee  Assistance  Program  (EAP)  is  a free,  confidential  and  voluntary  counseling  and 
information  program  for  City  and  County  employees,  their  family  members  and  their  significant 
others.  The  Employee  Assistance  Program  is  located  at  1360  Mission  Street,  Suite  400,  San 
Francisco,  CA,  94103  or  you  can  call  (415)  554-9580. 

The  EAP’s  licensed,  professional  staff  provides  assessment,  brief  therapy  (up  to  six  sessions), 
referrals  and  follow-up  for  individuals,  couples,  families  and  groups.  Areas  covered  include 
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personal  or  work-related  issues  such  as  stress;  marital,  family  and  relationship  problems;  anger 
management;  substance  abuse;  work  performance  issues;  emotional  difficulties;  any  concern  that 
becomes  a problem  in  one’s  life  work.  The  EAP  is  also  a resource  for  supervisor  and  management 
consultation  and  coaching  to  handle  workplace  issues  such  as  managing  problem  performance, 
building  leadership  skills,  and  action-oriented  problem  solving. 

The  EAP  is  also  available  for  mediation/conflict  resolution  sessions,  Critical  Incident  Debriefing 
following  a traumatic  incident,  drug-free  workplace  violence  planning,  group  facilitation,  and  a 
variety  of  Organizational  Development  offerings.  Quarterly  training  sessions  address  a variety  of 
work  and  personal  issues,  and  many  training  sessions  can  be  made  available  at  worksites. 

The  EAP  has  pamphlets,  books,  video,  and  audiotapes  on  hundreds  of  personal  and  worksite  health 
and  wellness  topics.  Pamphlets  are  free.  Books  and  tapes  from  the  EAP  library  can  be  viewed  at 
the  EAP  office  and  can  also  be  checked  out  by  supervisors  or  managers. 

Credit  Unions 


As  a City  employee,  you  are  eligible  to  join  one  of  the  following  Credit  Unions  for  savings,  low 
cost  loans  through  payroll  deduction  and  other  services.  Call  the  appropriate  Credit  Union  for 
further  information: 


San  Francisco  Federal  Credit  Union 

(415)  775-5377 

Firefighters  Credit  Union 

(415)674-4800 

Police  Credit  Union 

(415)  564-3800 

Municipal  Railway  Employees'  Federal  Credit  Union 

(415)  469-8840 

Recreation  and  Park  Federal  Credit  Union 

(415)  661-4652 

Combined  Charities  Campaign 

The  City  and  County  sponsors  an  annual  Combined  Charities  Campaign  that  encourages  employee 
contributions  to  your  choice  of  several  local  charitable  foundations.  For  more  information,  contact 
your  departmental  personnel  officer  or  payroll  representative. 
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SAFETY  ON  THE  JOB 

Safety  is  everybody's  job.  Be  alert  at  all  times  to  safety  hazards.  If  you  see  an  unsafe  act  or 
condition,  correct  it  yourself,  if  it  is  safe  to  do  so,  or  report  it  to  your  supervisor. 

Do  not  engage  in  playful  activities  that  might  result  in  injury  to  you  or  others. 

Your  department  has  a written  Illness  and  Injury  Prevention  Program  that  includes  employee 
instruction  and  training,  periodic  inspections,  and  correction  of  unsafe  conditions. 

On-The-Job  Injury  and  Workers’  Compensation 

The  Department  of  Human  Resources  administers  the  benefit  provisions  of  the  Workers' 
Compensation  Laws  of  the  State  of  California  through  its  Workers'  Compensation  Division.  These 
benefits  cover  ALL  temporary  and  permanent  City  and  County  employees,  including  those  of  the 
Community  College  and  Unified  School  District. 

Reporting  Your  Injury 

> Prompt  reporting  assures  that  you  will  receive  adequate  medical  attention  for  your  injury 
and  other  applicable  benefits  on  a timely  basis. 

> If  you  are  injured  at  work  or  because  of  your  work,  you  are  required  to  report  the  injury  to 
your  immediate  supervisor  at  once,  or  no  later  than  the  end  of  your  scheduled  work  shift. 

> Your  immediate  supervisor  must  be  notified  of  any  industrial  incident  and  will  be 
responsible  for  following  through  on  further  reporting  requirements. 

> The  supervisor  is  required  to  provide  you  with  an  Employee's  Claim  for  Workers' 
Compensation  Benefits  within  24  hours  of  your  reporting  of  any  injury.  Please  complete  the 
form  and  return  it  immediately  to  your  supervisor.  Your  supervisor  will  provide  you  with  a 
dated  copy  of  the  form. 

> California  law  requires  an  employer  to  report  within  five  (5)  days  every  industrial  injury  or 
occupational  disease  which:  (a)  results  in  lost  time  beyond  the  day  of  injury,  or  (b)  requires 
medical  treatment  other  than  first  aid. 

Medical  Treatment 

If  you  need  medical  care  for  a work-related  injury  during  regular  work  hours,  go  to  the  Treatment 
Center  at  S.F.  General  Hospital  or  the  San  Francisco  International  Airport  Medical  Center.  You 
will  find  the  Treatment  Centers  locations  and  hours  of  operations  at  the  end  of  this  Chapter. 

If  you  sustain  work-related  injuries  after  regular  working  hours  or  on  weekends,  report  to  the 
UCSF/Mount  Zion  Emergency  Department,  located  on  Sutter  Street  between  Divisadero  and  Scott 
Streets. 

In  case  of  severe  traumatic  injury  requiring  immediate  medical  assistance,  call  Emergency  Services 
(911).  If  you  are  outside  San  Francisco,  go  to  the  nearest  Emergency  Hospital  for  treatment  and 
notify  your  supervisor  as  soon  as  possible. 
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If  you  are  an  employee  of  San  Francisco  General  Hospital,  go  directly  to  the  Hospital's  emergency 
service  or  employee  health  center  as  directed  by  your  supervisor. 

If  you  obtain  medical  treatment  at  a medical  center/hospital  other  than  the  ones  referenced  above, 
the  Department  of  Human  Resources  will  not  accept  liability  for  the  treatment  expenses  unless:  (1) 
there  is  a valid  emergency,  (2)  special  authorization  has  been  obtained  from  the  Workers' 
Compensation  Division  for  outside  treatment,  or  (3)  you  have  a letter  on  file  with  the  Workers' 
Compensation  Division,  indicating  the  name  and  address  of  your  personal  physician  as  pre- 
designated for  this  purpose. 

Temporary  Disability  Benefits 

Temporary  disability  benefits  are  paid  in  accordance  with  schedules  set  by  State  law.  These 
benefits  are  generally  less  than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  departmental  payroll  representative  for  supplemental  sick  pay 
benefits  authorized  in  the  collective  bargaining  agreement  for  your  job  code  class  to  make  up  the 
difference  between  your  normal  salary  and  the  amount  paid  to  you  in  Workers'  Compensation 
benefits.  The  extent  to  which  you  will  be  able  to  supplement  your  temporary  disability  benefits 
with  sick  pay  will  depend  on  the  amount  of  your  accumulated  sick  leave. 

Further  Assistance 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of  Workers'  Compensation  benefits. 

The  Workers'  Compensation  Division  has  the  responsibility  for  the  administration  of  benefits  for 
employees  injured  in  the  course  of  employment.  If  any  questions  arise  with  the  handling  of  your 
claim  for  Workers'  Compensation  Benefits,  call  (415)  575-5600.  For  additional  information,  you 
may  contact  the  Information  and  Assistance  Officer  of  the  State  Division  of  Industrial  Accidents  by 
calling  1 (800)736-7401. 

Workers'  Compensation  Medical  Treatment  Facilities 

Open  during  business  hours  Monday  through  Friday: 

San  Francisco  General  Hospital  Occupational  Health  Service  Clinic 

1001  Potrero  Avenue 

SFGH  Building  9,  Second  Floor 

Telephone  (415)  206-8998 

San  Francisco  International  Airport  Medical  Center 
International  Terminal,  Ground  Level 
San  Francisco  International  Airport 
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After  hours  and  weekend  facilities  for  medical  attention  include: 

San  Francisco  General  Hospital  Emergency  Department 
1001  Potrero  Avenue  (between  22nd  and  23rd  Streets) 
(415)206-8111 

California  Pacific  Medical  Center  - Davies  Campus 
Castro  Street  between  14th  Street  and  Duboce 
(415)  600-0600 

Kaiser  Permanente  Medical  Center 
2200  O’Farrell  Street  @ Divisidero 
(415)  202-2000 

Saint  Francis  Memorial  Hospital  Emergency  Department 
900  Hyde  Street  between  Pine  and  Bush 
(415)353-6300 

Saint  Mary’s  Medical  Center  Emergency  Department 
450  Stanyan  Street,  between  Hayes  and  Fulton 
(415)  750-5700 


Policy  Prohibiting  Employee  Violence  in  the  Workplace 

The  City  and  County  of  San  Francisco  is  committed  to  maintaining  a workplace  free  from 
assaults,  battery,  and  threats  of  violence,  and  will  not  tolerate  acts  or  threats  of  violence  in  the 
workplace. 

Definition  of  “Violence” 

“Violence”  includes  both  acts  and  threats  of  violence.  For  example,  violence  includes  any 
conduct,  verbal  or  physical,  which  causes  another  to  reasonably  fear  for  his  or  her  own  personal 
safety  or  that  of  his  or  her  family,  friends,  associates,  or  property. 


No  employee  may  possess  or  have  control  of  any  weapon  on  the  job,  including  firearms  and 
knives,  except  where  required  by  the  City  and  County  department  in  the  performance  of  the 
employee’s  official  duties. 

> Any  act  or  threat  of  violence  made  or  committed  at  the  workplace  is  prohibited. 

> Any  act  or  threat  of  violence  should  be  reported  immediately. 

Failure  to  comply  with  these  policies  may  result  in  employee  discipline  up  to  and  including 
termination  as  well  as  criminal  prosecution. 
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Reporting  and  Responding  to  Workplace  Violence 

All  employees  are  responsible  for  reporting  any  acts  of  intimidation,  threats  of  violence,  or  acts 
of  violence  to  their  supervisor,  department  head,  or  Management  Response  Team  (MRT) 
member.  Supervisors  and  managers  are  responsible  for  documenting  all  observed  or  reported 
incidents  of  workplace  violence. 


EMPLOYEE  OBLIGATIONS 

Conflicts  of  Interest  and  Ethical  Obligations 

City  employment  carries  with  it  an  obligation  to  adhere  to  the  highest  level  of  ethical  standards. 

The  San  Francisco  Ethics  Commission  has  assembled  a manual  on  the  state  and  local  laws 
governing  the  conduct  of  public  officials  and  employees.  It  is  available  on  the  Ethics  Commission’s 
website:  www.sfgov.org/ethics.  You  are  encouraged  to  review  this  manual  and  present  any 
questions  you  may  have  to  the  Ethics  Commission  or  your  departmental  personnel  officer. 

Some  of  the  key  ethical  obligations  imposed  on  municipal  employees  are  summarized  below: 

> You  may  not  make,  participate  in  making,  use  or  attempt  to  use  your  official  position  to 
influence  a governmental  decision  that  will  have  a reasonably  foreseeable  material  effect  on 
your  financial  interests.  If  your  job  responsibilities  give  you  the  authority  to  appoint 
personnel,  commit  your  agency  to  a course  of  action,  or  enter  into  contracts,  franchises, 
leases,  or  other  financial  transactions  on  behalf  of  the  City,  you  should  consult  the  Ethics 
Manual  to  determine  whether  you  have  any  conflicts  of  interest. 

> You  may  not  use  public  resources  to  engage  in  political  activity. 

> Aside  from  your  City  wages  and  benefits,  you  may  not  accept  any  compensation,  reward,  or 
gift  from  any  source  for  any  service,  advice,  assistance,  or  other  matter  related  to  the  City’s 
governmental  processes. 

> You  may  not  use  or  attempt  to  use  your  office  or  employment  to  influence  a governmental 
decision  in  which  you  have  a financial  interest. 

> You  may  not  willfully  or  knowingly  disclose  any  privileged  information  concerning 
property,  government,  or  affairs  of  the  City  and  County,  unless  you  are  required  to  do  so  by 
law.  You  may  not  use  privileged  information  obtained  by  virtue  of  your  office  or 
employment  to  advance  the  financial  or  other  private  interest  of  yourself  or  others. 

r-  After  you  leave  City  employment,  you  may  not  represent  any  private  interest  (other  than 
yourself)  before  a City  board  or  agency  of  which  you  were  a member  or  employee  for  two 
(2)  years  after  your  departure. 

r Depending  on  your  level  of  decision-making  authority,  you  may  be  required  to  file  a 
statement  of  economic  interest.  A list  of  those  required  to  file  these  statements,  and 
instructions  on  how  to  do  so,  can  be  found  at  www.sfgov.org/ethics. 
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The  San  Francisco  Ethics  Commission  investigates  violations  of  these  rules  and  other  improper 
government  activities.  If  you  are  aware  of  any  such  activities,  or  if  you  have  any  questions 
concerning  the  ethics  mles  for  City  employees,  you  can  contact  the  Ethics  Commission  at 
(415)  581-2300.  You  may  also  call  the  Ethics  Hotline  at  (415)  581-2323.  All  complaints  will  be 
kept  confidential  to  the  extent  permitted  by  state  law. 

Employment  Verification 

When  providing  information  for  the  purpose  of  verifying  your  employment,  list  your  department  as 
the  employer,  not  the  City  and  County  of  San  Francisco.  If  you  list  your  employer  as  “City  and 
County  of  San  Francisco”  or  “San  Francisco  Civil  Service,”  there  will  be  a delay  in  verification  of 
employment.  Consider  each  City  and  County  department  you  worked  for  as  a separate  employer 
for  verification  purposes.  Be  certain  that  a separate  request  to  verify  your  employment  goes  to  each 
department  where  you  have  worked. 

Work  Site  Security 

To  prevent  and  discourage  unauthorized  access  to  your  work  site,  do  not  leave  your  office  area 
unattended.  Do  not  prop  open  doors  or  windows  that  are  normally  kept  locked.  Lock  all  office 
doors  after  business  hours  or  when  you  leave.  Prevent  and  discourage  theft  by  securing  your 
valuables. 

Work-site  keys  may  not  be  duplicated  without  permission  and  must  be  returned  upon  separation. 

No-Smoking  Enforcement 

Smoking  is  not  permitted  in  City  and  County  offices. 

Drug  Free  Workplace 

Y ou  may  not  manufacture,  distribute,  dispense,  possess,  or  use  alcohol  or  illegal  drugs  in 
workplace.  Any  violation  of  this  policy  may  be  grounds  for  discipline  up  to  and  including 
dismissal.  If  you  violate  this  policy,  you  may  also  be  required  to  attend  a drug-abuse 
education,  treatment,  or  rehabilitation  program. 

If  you  are  in  a designated  “safety-sensitive”  position,  you  may  be  subject  to  a drug  testing 
under  certain  circumstances. 

If  you  perform  activities  in  your  job  that  are  funded  by  a federal  grant,  you  must  notify  your 
department  head  of  any  drug  convictions  for  violation  of  drug  laws  that  took  place  in  the 
workplace  within  five  days  of  any  such  conviction.  Employees  in  certain  safety-sensitive 
position,  or  in  positions  where  testing  is  required  by  federal  law,  may  be  required  to  submit 
to  periodic  drug  tests. 

If  you  need  help  with  an  alcohol  or  drug  abuse  problem,  confidential  information  and 
referrals  to  counseling  and  rehabilitation  services  are  available  from  the  Employee 
Assistance  Program  (EAP),  (415)  554-9580.  You  may  also  request  leave  time  for  the 
purpose  of  participating  in  drug  or  alcohol  treatment. 
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Disciplinary  Action  Against  Striking  Employees 

The  City  Charter  prohibits  municipal  employees  from  participating  in  or  honoring  a strike.  Any 
employee  who  willfully  fails  to  report  for  duty,  who  participates  in  any  concerted  work  stoppage  or 
slowdown,  or  who  willfully  abstains  in  any  way  from  the  frill,  faithful,  and  proper  performance  of 
his  or  her  job  duties  for  the  purpose  of  inducing,  influencing,  or  coercing  a change  in  the  conditions 
of  employment  may  be  dismissed.  This  provision  does  not  prohibit  employees  from 
communicating  a view,  grievance,  complaint,  or  opinion  on  any  matter  related  to  the  conditions  of 
municipal  employment  as  long  as  it  does  not  interfere  with  the  full,  faithful,  and  proper  performance 
of  the  duties  of  employment. 

Political  Activity 

It  is  unlawful  for  city  officers  or  employees  to  use  public  resources  or  personnel  to  engage  in 
political  activity  relating  to  elective  offices  and  ballot  measures  at  the  federal  state  and  local 
level.  City  officers  and  employees  may  not  engage  in  political  activities  while  on  duty  and  may 
not  use  city  resources,  such  as  photocopier  or  fax  machines  for  political  activities.  The  ban  on 
engaging  in  political  activity  while  on  duty  prohibits  such  activities  as  circulating  petitions, 
addressing  envelopes  or  engaging  in  any  other  political  activities  that  use  City  resources  or  divert 
you  from  your  assigned  duties. 

Considerable  penalties  may  be  imposed  for  violation  of  these  rules.  Use  of  City  funds  for 
political  or  election  activities  also  may  be  deemed  official  misconduct  that  justifies  removal  of  a 
public  officer  or  provide  cause  to  dismiss  a public  employee. 

If  You  Suspect  Improper  or  Criminal  Activity  on  the  Job 

As  a City  and  County  employee,  you  have  a duty  to  report  any  incidents  of  improper  or  illegal 
activity  involving  your  department  or  another  City  and  County  department.  Never  confront  an 
employee  whom  you  suspect  is  involved  in  illegal  or  criminal  activity.  Discuss  the  matter  with  your 
supervisor  or  departmental  personnel  officer. 

Use  of  City  and  County  Property  for  Business  Purposes  Only 

All  City  and  County  equipment,  devices,  and  materials  (e.g.,  photocopier,  telephones,  computers, 
vehicles,  stationery,  fax  machines  etc.)  must  be  used  only  for  conducting  City  and  County  business. 
Use  of  City  and  County  property  for  personal,  political,  employee  organization,  or  other  non-City 
business  is  strictly  prohibited. 

Computers  and  Data  Information  Systems 

City  and  County  employees  with  access  to  computer  files  and  records  may  not  release  or 
disseminate  information  to  others  without  authorization.  The  release  or  dissemination  of  such 
material  may  constitute  an  invasion  of  privacy,  and  may  be  grounds  for  disciplinary  action  and 
termination. 

The  use  of  unauthorized  programs  and  copies  of  commercial  software  packages  is  prohibited. 
Computer  programs  utilized  by  the  City  and  County  may  not  be  duplicated  or  altered  for  personal 
use.  Do  not  use  computers,  printers  or  information  systems  for  personal  business  or  entertainment. 
Keep  your  log-on  password  confidential. 
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Telephones 

Telephones  are  an  essential  part  of  conducting  business.  Proper  usage  is  important,  since  the 
impression  that  people  have  of  City  and  County  government  is  influenced  by  their  contact  with  you 
over  the  telephone. 

> When  receiving  calls,  always: 

o Answer  promptly  (try  to  answer  by  the  third  ring); 
o Identify  the  department  or  specific  office; 
o Do  not  place  a person  on  “hold”  for  a long  period  of  time; 
o Offer  to  take  a message  if  the  person  called  is  not  available; 
o Be  courteous  and  friendly. 

> When  making  calls,  always: 

o Plan  what  you  want  to  say  ahead  of  time; 
o Identify  yourself  and  your  department; 
o Keep  calls  brief; 
o Be  polite  and  friendly. 

Other  points  to  remember:  1)  It  is  a courteous  practice  and  good  business  sense  to  return  all  of  your 
calls  promptly;  2)  If  you  dial  a wrong  number  out  of  your  local  calling  area,  report  it  to  the  Operator 
immediately  in  order  to  remove  charges;  3)  Refer  solicitation  calls  to  your  supervisor. 

Recycling  Office  Paper 

Recycling  saves  natural  resources,  reduces  disposal  costs,  and  is  required  by  local  and  State  law. 

The  San  Francisco  Recycling  Program  provides  recycling  bins  to  all  City  offices.  Most  offices 
recycle  white  and  computer  paper  in  centralized  containers  that  employees  fill  from  desk-side  bins. 
Some  large  City  office  buildings  also  recycle  mixed  paper  from  desk  side  waste  paper  baskets  and 
employees  take  their  garbage  to  centralized  garbage  cans.  Additional  materials  such  as  bottles, 
cans,  corrugated  cardboard,  pallets,  and  metals  are  recycled  from  certain  facilities.  The  City 
Government  Recycling  Coordinator  is  available  to  assist  your  department  in  finding  ways  to  recycle 
more  and  waste  less.  To  request  recycling  bins  or  if  you  have  questions  about  the  recycling 
program  in  your  department  call  (415)  554-3400. 

Disaster  Service  Workers  - Your  Responsibilities  in  Case  of  Emergency 

If  the  Mayor  or  an  authorized  City  and  County  official  proclaims  a local  emergency  due  to  actual  or 
threatened  disaster  such  as  earthquake,  fire,  riot,  etc.,  City  and  County  employees  may  be  required 
to  provide  services  during  the  emergency  and  subsequent  period  of  assessment  and  recovery. 

Use  of  Public  Transportation 

City  and  County  employees  are  encouraged  to  use  public  transit— not  only  for  the  journey  between 
home  and  work,  but  also  during  the  course  of  the  business  day.  San  Francisco  Municipal 
Transportation  Agency  offers  frequent  service  in  the  City  and  County  on  its  buses,  streetcars  and 
cable  cars.  Although  a City  and  County  automobile  may  be  available  for  your  use  for  work-related 
travel,  congestion  and  parking  usually  make  public  transportation  a more  convenient  way  to  travel. 
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Call  the  San  Francisco  Municipal  Transportation  Agency  Telephone  Information  Center  at 
(415)  673-MUNI  for  the  latest  information  on  fares  and  schedules,  or  call  (415)  923-6336  for 
computerized  schedule  information. 

Improving  the  Quality  of  Your  Workplace 

Be  conscientious  about  the  public's  and  clients’  perceptions  of  your  activities  and  your  work 
environment.  For  example,  keep  your  office  area  tidy.  Do  your  part  in  maintaining  a clean  and 
orderly  work  space,  particularly  if  you  have  interaction  with  the  public. 

If  you  are  on  break,  a member  of  the  public  may  not  know  this,  therefore  do  not,  for  example,  read 
newspapers  or  magazines  at  your  desk  or  eat  your  lunch  in  a high  visibility  area.  Keep  non-business 
visitors  and  personal  visiting  to  an  absolute  minimum.  Improve  the  quality  of  your  workplace  by 
striving  to  maintain  high  standards  and  providing  the  best  service  possible. 


36 


Deportment  of  Humon  Resources 


